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Foreword 
a 

The visual communication standards described in this manual are part 
of GAO'S commitment to producing work of the highest professional 
quality. The standards, which will be used to design and produce all GAO 

publications, establish a comprehensive and integrated visual identity 
for our products. 

Based on design principles that enhance the effectiveness of printed 
material, the standards are an important tool for helping us to communi- 
cate better with our readers. In addition, the visual consistency created 
by using the standards results in publications that are more accurately 
and efficiently produced. 

To be most effective, the visual communication standards must be 
implemented uniformly. Doing so will require the cooperation of all GAO 

staff, since virtually all of us are involved in some aspect of producing 
the variety of publications that encompass our work. Therefore, I 
encourage you to become familiar with the information in this manual 
so that by working together we can produce publications that reach 
their full potential. 

Charles A. Bowsher 
Comptroller General 
of the United States 
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Introduction 

GAO'S publications are its primary, formal vehicle for communicating 
with the Congress, government officials, and the general public. The 
standards presented in this manual are designed to increase the commu- 
nication effectiveness of these publications and to give them a clear, 
consistent visual identity. 

The layout and typographical elements of the standards incorporate 
professional design and legibility principles as well as research results 
on the format our report readers find most helpful. 

The standards in this manual are followed when publications and other 
visual material are designed and produced. Some relate to products for 
external audiences (e.g., reports to the Congress) and some to products 
for internal audiences (e.g., memorandums). 

The publications matrices on pages 35 to 41 are the guide for deter- 
mining the format for all publications. Because the Visual Communica- 
tion Standards establish a distinct visual identity for GAO, staff involved 
in designing and preparing publications and other visual material shall 
strive to maintain the agency’s visual identity when faced with situa- 
tions that may not be clearly covered in the standards. Responsibility 
for design and production rests with the Office of Publishing and 
Communications. 

Using the Visual The manual groups GAO'S major publications into seven categories. It 
Communication Standards describes the various formats for each category and specifies how the 

basic visual components of GAO publications and presentation material 
are created or produced. 

The first two sections of the manual, Visual Identity of GAO and Publica- 
tion Categories, explain the standards in general and apply to all publi- 
cation categories unless stated otherwise. The remaining sections 
provide detailed specifications for design and production staff. 

While only a few individuals need to understand and apply the manual’s 
detailed specifications, all staff should become familiar with the mate- 
rial in the first two sections. A basic knowledge of the standards, espe- 
cially the publication matrices, will save time during planning and 
enable staff to communicate more effectively during a publication’s 
development and production. Most importantly, adhering to the stan- 
dards will help GAO achieve its communication goals. 
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Visual Identity of GAO 

The standards use five basic elements to create a unified visual identity 
for GAO'S publications: the agency identifier; typographic style; organiza- 
tion of information; color; and graphic components, such as tables, 
charts, illustrations, maps, and photographs. 

Agency Identifier The agency identifier is the acronym “GAO." It always appears in capital 
letters in the ITC Century typeface and is positioned in the upper left 
corner of a page or presentation format as prescribed in the specifica- 
tions. In some instances, the acronym is supported by the agency’s full 
name. 

GAO'S official seal is used sparingly so that its inclusion conveys special 
significance. It is used on report covers as specified in this manual, in 
connection with ceremonial occasions such as awards presentations, and 
on certain documents signed by the Comptroller General. 

Top: Agency identifier (GAO 
Acronym) GAO 
Middle: Agency Identifier With Full 
Agency Name 

Bottom: GAO Seal 

GAO 
United States General Accounting Office 
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Visual Identity of GAO 

Typographic Style The standards for typographic style bring order to the variable elements 
of type, such as letter size, style, and weight; line length; and proximity 
of type to type and type to other visual elements. These standards help 
provide the desired editorial emphasis and the proper sequencing of 
text, making reading and comprehension easier. 

For typeset material, ITC Century is the standard typeface for text and 
covers and Helvetica is the standard typeface for tabular material, 
charts, captions, illustrations, and presentation materials. For type- 
written material, use lo-pitch Courier. 

Detailed specifications for ITC Century are in the Cover and Text sec- 
tions beginning on page 47; specifications for Helvetica are in the 
Graphic Components section beginning on page 95; and specifications 
for typewritten material are in the Text section on pages 82 and 83. 

0 Sample of the Two Typefaces Used for 
the GAO Typographic Style (Fonts on 
p. 169) ABCDEFGHIJKLMNOPQRSTUVWXYZ 

abcdefghijklmnopqrstuvwxyz 
1234567890&!?$@% () 
ITC Century Book 

ABCDEFGHIJKLMNOPQRSTUVWXYZ 
abcdefghijklmnopqrstuvwxyz 
1234567890 a?!$() 
Helvetica Medium 

Page 11 Visual Communication Standards 



Visual Identity of GAO 

Organization of 
Information 

Standardized grids are used to establish the position of visual and tex- 
tual elements on a page. The most commonly prescribed grid is illus- 
trated below. It uses a two-thirds-page column on the right for text with 
the remaining one-third-page column on the left used primarily for 
headings. 

Textual material is organized into concise modules identified by head- 
ings and subheadings that are clearly separated from the main text. The 
different levels of headings are distinguished by ruled lines and dif- 
ferent type sizes. 

Alternative grids, such as for a three-column format, are included in the 
standards and may be used as specified in the publication matrices. 

Sample of a Standard %-Page Column 
Format With Grid Superimposed in 
Blue 

Note: Dummy type serves only to indicate correct type placement 
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Visual Identity of GAO 

Color The standards use color to define publication categories: the color of a 
publication’s cover indicates the category to which the publication 
belongs. Within a category, color is also used to delineate primary and 
secondary publications. A primary publication cover has a colored back- 
ground with white type. A secondary publication cover has a white 
background with colored type. Used consistently, color maintains the 
integrity of the publication categories and reinforces visual identity. 

Publication Categories Showing the 
Standard Color Codification 

I Audit and Evaluation Reports 
(Blue) 

II Policy, Guidance, and Standards 
IIA GAO Audit and Evaluation 

Poky (Gray) 
IIB Federal Standards and 

Guidance (Salmon) 
IIC Methodology and Guidance 

(Salmon) 
III Legal Decrsions and Guidance 

(Red) 
IV. Training (Green) 
V. Reference (Brown) 
VI GAO Operations (Mustard) 
VII. Special Publications 

Note. For detailed color references see 
matnces, pages 35 to 41, and color 
codification, page 42. 

IIA. IIB&C 
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Visual Identity of GAO 

Graphic Components The Graphic Components section provides specifications for presenting 
tables, charts, illustrations, maps, photographs, and any other visual 
elements other than text. These standards help create a visual focus on 
the page and, in conjunction with other design elements, build a recog- 
nizable visual identity. The specifications in the Graphic Components 
section apply to all publications and other communication material for 
external distribution and those internal products with high visibility or 
wide distribution. 

Examples of Bar Chart, Line Chart, 
Table, and Pie Chart 
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Publication Categories 

GAO'S publications are grouped into seven categories according to func- 
tion: Audit and Evaluation Reports; Policy, Guidance, and Standards; 
Legal Decisions and Standards; Training; Reference; GAO Operations; and 
Special Publications. 

This section of the manual defines the seven categories, including their 
primary audiences; gives examples from each category; and explains the 
basic design characteristics that apply to each category. It also illus- 
trates cover and text styles. 

Primary and Secondary Within each category, except for Special Publications, products are 

Publications 
divided into primary and secondary publications. Primary publications 
are the major or preeminent products in that category, while secondary 
publications are those with a more limited impact, audience, or shelf 
life. For example, in the Audit and Evaluation Reports category, the 
chapter report is a primary publication and the staff study is a sec- 
ondary publication. 

Secondary publications are distinguished from primary publications by 
their covers. Although they use the same colors, a primary publication 
has a colored background with white type, while a secondary publica- 
tion has a white background with colored type. 

To protect the integrity and usefulness of the two-level hierarchy within 
each category, primary publications should be limited to the major pub- 
lications of that category. The originator of a publication confers with 
the Office of Publishing and Communications to determine whether a 
product is a primary or secondary publication. 
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Publication Categories 

Left: Sample of a Primary Publication 
Cover in the Audit and Evaluation 
Reports Category 

Right: Sample of a Secondary 
Publication Cover in the Audit and 
Evaluation Reports Category 

/,““- >/I IWh MILITARY 
COiWENSATION 

Key Concepts and 
Issues 

Note. Dummy type serves only to indicate correct type placement 

Page 17 Viiual Communication Standards 



I. Audit and Evaluation Reports 

Audit and evaluation reports are GAO'S preeminent publications, pro- 
viding independent, nonpartisan information and analysis for congres- 
sional and executive branch decisionmaking. Reports are either required 
by law, requested by the Congress, or initiated by GAO under its charter. 
They may contain conclusions and recommendations based on in-depth 
investigation and analysis. Reports communicate GAO'S views on federal 
programs to GAO'S primary audience, the Congress, as well as to other 
branches and levels of government, the media, academia, and the gen- 
eral public. 

Unless otherwise noted, a publication in this category has the following 
basic characteristics: a typeset cover with a two-part title (cover 1); a 
typeset, 8% x 11 inch, two-thirds-page format (text A); and perfect or 
saddle-stitched binding. 

Chapter Reports Chapter reports represent GAO'S customary way of providing printed 
results of audit and evaluation work to requesters and other audiences. 
Besides chapters, these reports have a brief transmittal letter and an 
executive summary; they often include appendixes. 

Letter Reports A letter report is a letter, usually with appendixes. It is generally a sim- 
pler way to report on less complex issues that require less narrative and 
structure than those addressed in chapter reports. 

Briefing Documents Briefing reports and fact sheets, which are organized like letter reports, 
permit GAO to satisfy some congressional requesters’ needs faster than 
do other formats. These products consist of a short transmittal letter 
followed by the briefing material. Their text may be in the text A or C 
formats. 

Staff Studies Staff studies, which are in the chapter format, are used to communicate 
background and factual information when the recipients’ needs can best 
be met by a product that is not a GAO reort or briefing document. Staff 
studies have a preface rather than a transmittal letter. 
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I. Audit and EvaIution Reports 

Cover and Text Formats 

Need to Increase Access to Sechon 337 

Primary Pubhcatlon Text A 

MILITARY 
COMPENSATIOh- 

Key Concepts and 
Issues 

0 Secondary Pubhcation Letter Report, Text A 

Note Dummy type serves only to indicate correct type placement 
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I. Audit and Evaluation Reports 

Reports and Briefing 
Documents With 
Limited Distribution 

The products, which include classified, sensitive, or proprietary infor- 
mation, may be structured in a letter or chapter format, but, because of 
security or other reasons, they have a classified cover (cover 2) and the 
text C format (the typing style shown is experimental and optional). These 
documents have appropriate markings to explain why their distribution is 
limited. 

Executive Summary 
Brochures 

Executive summaries are the part of a chapter report that provides 
readers with the important points, conclusions, and recommendations of 
GAO'S reports in a few pages. Executive summaries of selected reports 
may be printed separately in the brochure format (cover 5 and text F) 
and distributed more widely than the complete report. The brochure 
format is also available for the nonclassified summary of a classified 
report. 

Prepublication Format Reports in this format are provided to congressional requesters as 
interim documents when time constraints require GAO to issue reports 
before they can be typeset. Chapter and letter reports may be prepared 
in this format. The format consists of cover 7 and typewritten text (as 
prepared for typesetting). 

Distribution of publications in this format is generally limited to con- 
gressional requesters, who eventually receive the typeset version of the 
report. This format is not bound. 

Page 20 Visual Chumuuication Standards 



I. Audit and Evaluation Reports 

Cover and Text Formats 

Cover 7 

crr)MA@Jm 
F’ublication Title Not to 
Exceed Five Lines 

Cover 2 

Text C 

Cover 5 Text F 

Note Dummy type serves only to Indicate correct type placement 
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II. Policy, Guidance, and Standards 

GAO sets policy for its own staff to follow in performing audits and eval- 
uations and also provides certain standards and quidelines for other fed- 
eral agencies. 

Unless otherwise noted, a publication in this category has a cover 3 and 
a text C format. 

GAO Audit and 
Evaluation Policy 

The policies and procedures presented in the Prqject Manual, the Report 
Manual, and the General Policy Manual guide GAO'S staff in conducting 
audit and evaluation work. Although external audit agencies have an 
interest in these publications, they are intended primarily for an 
internal audience. 

These basic documents are bound in loose-leaf binders, 

Federal Standards and In addition to its own, mainly internal policy guidance, GAO sets stan- 

Guidance 
dards and provides policy and procedural guidelines on a variety of 
other topics for other agencies. GAO'S policy and Procedures Manual for 
Guidance of Federal Agencies is one example of this kind of document. 
The Standards for Audit of Governmental Organizations Programs 7- -Y 
Activities, and Functions (the “Yellow Book”) is another. These docu- 
ments have a wide external audience. 

These publications are in the text A format and may be bound or loose- 
leaf. Because of the currency of the “Yellow Book” format, this publica- 
tion will continue to be presented in a 5% x 8% inch size with a yellow 
and black cover. 

Methodology and 
Guidance 

Methodology and guidance publications, such as the methodology 
transfer paper series, provide information and guidance to support more 
basic GAO audit and evaluation policy and practice. GAO'S staff, as well as 
those in the auditing and evaluation communities outside GAO, compose 
the primary audiences for this type of publication. 

Methodology and guidance publications are bound. 
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II. Policy, Guidance, and Standards 

Cover and Text Formats 

GAO 

waamd PuMication Title 
Not to Exceed F’ive 
Lines 

Cover 3 (Color for GAO Audit and 
Evaluation Policy Reports) 

Cover 3(Color for Federal Standards) Cover for “Yellow Book” 

L 
Text C Federal Standards, Text A “Yellow Book:’ Text D 

Note Dummy type serves only to lndlcate correct type placement 
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III. Legal Decisions and Standards 

The Office of the General Counsel provides legal services to the Comp- 
troller General and the staff of GAO. One of its principal responsibilities 
is preparing Comptroller General decisions and opinions. Some of these 
documents provide advice to congressional committees and members 
about the legality of the activities of government agencies or the legal 
implications of bills. Many opinions resolve disputes between agencies 
and those seeking government contracts. Other decisions and opinions 
interpret the laws governing public expenditures. Design characteristics 
for these publications are included in the descriptions that follow. 

Decisions of the 
Comptroller General 

Decisions of the Comptroller General resolve questions that fall within 
areas of GAO'S legal jurisdiction. These decisions have a government as 
well as a nongovernment audience. Individual decisions are typed on a 
specially formatted form. More significant decisions, or those with wide 
applicability, are published in a monthly volume; later, they are col- 
lected and published in the annual volume Decisions of the Comptroller 
General. Digests of unpublished decisions are published monthly. Col- 
lected decisions and digests of unpublished decisions have a cover 4 and 
a text E format and are bound. 

Federal Legal 
Standards 

The Office of the General Counsel prepares several manuals that sum- 
maries and discuss the major areas of GAO'S legal jurisdiction. The 
manuals are used for reference by the federal government, the public, 
and the private sector and are regularly updated to incorporate policy 
changes. Principles of Federal Appropriations Law is an example of this 
type of publication. 

These publications have a cover 3 and a text A format and may be 
bound or loose-leaf. 

Legal Methodology and These publications, largely directed to audiences within GAO, address 

Guidance methods of effectively articulating and implementing legal decisions and 
standards. Effective Legal W riting is an example of this type of 
publication. 

These publications have a cover 3 and a text C format and may be 
bound or loose-leaf. Publications for external distribution have a cover 3 
and a text A format or a cover 4 and a text D format. 
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III. Legal Decisions and Standards 

Cover and Text Formats 

Cover 3 

e lndwldual Decision 

Text A Text C 

,I,, 8,. .,. ,,,L .,, . ...,” ,,,,~,., . /, 
,.,. “_,, ,“,,,. I, I .,-,,, 

” ,,.S.,,~“.,“_ ,,,,, _, .., “,,, ., 
,,,l,_,” ,,,, “X1. ” ,,,,.,. *  

Cover 4 Text D Text E 

Note: Dummy type serves only to indicate conect type placement 
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IV. Training 

These publications encompass the training, counseling, and educational 
programs available to GAO'S staff and, as such, are primarily for internal 
audiences. Unless otherwise noted, a publication in this category has a 
cover 3 and a text C format. 

Course Catalogues Catalogues, in various editions, announce and describe the training, edu- 
cational, and counseling courses offered to GAO'S staff. Course cata- 
logues are bound or in loose-leaf binders. 

Course Materials Course materials include instructors’ manuals, which give step-by-step 
course agendas; participants’ manuals, which are workbooks, texts, or 
both; and various audio and visual aids. Course materials are bound or 
in loose-leaf binders. Instructors’ manuals are in a three-column type- 
written format, which is not specified. 

Brochures and Single- GAO uses these products to announce or summarize some of its coun- 

Sheet and Folded Fliers 
seling and training resources. 

Brochures may be typewritten or typeset using cover 4 and text D, cover 
6 and text F, or cover 6 and text G. 

Fliers do not have a standard format and may be printed on various 
colored paper. They may or may not be typeset depending on their func- 
tion and audience. 
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V. Reference 

This category comprises a wide range of documents: listings of reports, 
subject bibliographies, program planning documents, speeches, and tran- 
scripts of seminars and colloquia. Reference materials have a wide range 
of audiences. Some materials, such as issue area plans, are intended 
mainly for GAO audiences, while others, such as speeches or subject bibli- 
ographies, are intended mainly for use outside the agency. Unless other- 
wise noted, a publication in this category has a cover 3 format and 
perfect or saddle-stitched binding. 

Periodic Listings These listings encompass the monthly and semiannual listings of GAO'S 

reports and other products. They are major reference documents for 
people outside GAO who want to find out about reports and other GAO 

publications. The monthly list of reports has a special cover and uses 
text A; the semiannual list has a cover 4 and a text D format. 

Bibliographies GAO produces a wide range of bibliographic material for both internal 
and external audiences. “Women in the Workplace: The 1980’s and 
Beyond” is an example of a bibliography for external distribution. “A 
GAO Research Guide: Military/Defense Issues” is an example of an 
internal bibliography. 

Bibliographies for external use are in a text B format. Those for GAO'S 

staff are typewritten, but the format is not specified. Bibliographies for 
internal use and similar materials are bound only if lengthy. 

Program Planning 
Documents 

Issue area plans set the direction and objectives of GAO work in a specific 
area over several.years. Annual work plans identify the work to be done 
each year and how the work will help achieve issue area plan objectives. 
These documents are primarily for internal audiences. Program planning 
documents use text C. 

Transcripts Transcripts are written records of colloquia or seminars sponsored or 
attended by GAO staff and may be for internal or external audiences. 
Most transcripts are presented in the text C format. A short transcript 
that warrants wide publication, such as that of a speech by the Comp- 
troller General, may be typeset and published in the brochure format 
(cover 6, text G). 
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V. Reference 

Cover and Text Formats 

General Science, Space, and Technology 

Cover 3 Text B 

Cover 4 Text D 

Text C 
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Cover 6 Text G 

Note Dummy type serves only to dcate correct type placement 
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VI. GAO Operations 

In addition to its policies concerning how GAO staff are to do their audit 
and evaluation work, GAO has policies and procedures that cover admin- 
istrative and operational activities. Generally, these internal documents 
take the form of manuals or orders on particular topics. 

Unless otherwise noted, a publication in this category has a cover 3 and 
text C format and loose-leaf binding. Publications in this category may 
be text A when externally distributed. 

Orders and Notices The GAO Operations Manual contains the notices and orders that provide 
the basic guidance on how GAO operates. 

Orders and notices are presented in a modified typewritten format to 
include the necessary elements of these documents. 

Manuals Specific operational, administrative, and procedural requirements are 
presented in manuals such as the CAPS Users’ Manual, the Managers’ 
and Supervisors’ Guide to Discipline, and the Performance Appraisal 
&stems Manual. 

Conference Reports These arc reports to GAO'S staff on conferences sponsored by GAO'S divi- 
sions or offices. An example of this type of publication is the report T& 
First Annual Human Resources Conference. 

Conference reports are bound and may be typeset depending on the 
audience. The reports have a cover 3 and text A or C format. The cover 
is in the color of the publication category of the conference subject 
matter. 
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VI. GAO Operations 

Cover and Text Formats 

Cover 3 Text C Text A 

Note: Dummy type serves only to indicate correct type placement. 
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VII. Special Publications 

The Special Publications category is used for material that has a func- 
tion, content, and audience that cannot be accommodated by any of the 
other six categories. In most cases, a publication in this category has an 
external audience. Examples of special publications include the Annual 
Report, The GAO Review, the GAO Management News, special reports by 
the Comptroller General, and recruiting material. 

General Criteria for 
Special Publications 

As a rule, special publications do not have predetermined formats. How- 
ever, to enhance and maintain GAO'S visual identity, a special publication 
should follow the typographic and visual style outlined in this manual, 
but not in a way that might cause the special publication to be confused 
with products from other categories. 

Because of their unique design requirements, special publications need 
careful planning and coordination during their initial development. Orig- 
inators of these publications confer with the Office of Publishing and 
Communications to determine the appropriate format and other design 
characteristics for their publications. These determinations are made by 
considering factors such as function, audience, and any other special 
considerations. 

In addition to adhering to the standards for typographical and visual 
style, special publications are to follow government printing regulations 
to ensure economical production. Specifically, this means that special 
publications must have a sufficiently long shelf life (i.e., be functional 
for a substantial period of time); be planned to allow sufficient time for 
professional production and printing without surcharge; and have suffi- 
ciently large audiences, and therefore quantity, to justify additional 
costs incurred for design, typesetting, and any special use of ink or 
paper. 

Time Constraints A special publication requires longer design time than other publica- 
tions. Therefore, it is particularly important that this category not be 
overburdened or misused. A proliferation of special publications would 
adversely affect the timely production of other GAO publications and 
weaken the visual identity of the agency. 

Page 32 Visual Ckmmunication Standards 



W. Special Publications 

Cover and Text Examples 

, . ,w u 
LIU -.“., m7- 
Pyxu TheGAOReview 

GAO Reww 

GAO 1986 Annual Report 

GAO 
Management News 

GAO Management News 

Special Cover Special Text 

Note Dummy type serves only to Indicate correct type placement 
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Matrices 

The publications matrices on the following pages identify the seven pub- 
lications categories and indicate which formats and other components of 
the standards are appropriate for each publication. 

Those staff members designing a publication or preparing it for printing 
consult this section to determine the appropriate category, format, and 
standards for their publication. When a publication is not listed in a spe- 
cific matrix or in cases where there is doubt about the correct category 
or format, preparers of publications should confer with the Office of 
Publishing and Communications. 

How to Use the 
Matrices 

To determine the appropriate format for a publication, first determine 
which general category best describes the publication. Next, find the 
example in that category that represents the publication or is most sim- 
ilar to it. Finally, locate the bullets aligned with this example to identify 
the format(s) available and to determine whether the publication is pri- 
mary or secondary. 

Example: 

You are producing an annotated bibliography of GAO and sister agencies’ 
reports and other publications on cleaning up toxic wastes; the docu- 
ment is intended for congressional staff use, for general research in 
academia and the private sector, and as a research guide for GAO 

evaluators. 

This publication will likely be a reference document or a special publica- 
tion. The examples given in the matrices for these two categories show 
that this document is more like GAO bibliographies. It should, therefore, 
be bound in a brown and white cover (cover 2) with a text B format. 

Given its wide external audience, presumed long shelflife, and relative 
importance compared with others in the same publication category, the 
document would likely be classified as primary, thus having a cover 
with white letters and a brown background. 
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Matrices 
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Matrices 

II. Policy, Guidance, and Standards 

Color: G20, GAO Gray 

Color: G21, GAO Salmon 

Color: G22, GAO Yellow 

A. GAO Audit and Evaluation Policy 
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Matrices 

Ill. Legal Decisions and Standards 
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VII. Special Publications 

Special formats.whch generally present 
publications in conformance with the GAO 
standard (no color specified) 
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Color Codification 

The table below lists the respective PANTONE@* Colors which may be 
used in lieu of the GAO standard publication colors. For the PANTONE 
Color Standards, refer to the current edition of the PANTONE Color 
Formula Guide. 

Note: The colors shown throughout this manual are not PANTONE Color 
Standards. 

PANTONE Color Reference for GAO 
Standard Publication Colors Publication Cateaow 

I Audit and Evaluation Reports 

II. Policy, Guidance, and 
Standards 

Ill. Legal Decisions and 
Standards 

IV. Training 
V. Reference 
VI. GAO ODerations 

Code 
G IO 
Gil 
G 20 
G 21 
G22 
G30 

G40 
G 50 
G 60 

Name 
GAO Blue 
GAO Red Border 
GAO Gray 
GAO Salmon 
GAO Yellow 
GAO Red 

GAO Green 
GAO Brown 
GAO Mustard 

PANTONE Color 
PANTONE 28511 
PANTONE 185U** 
PANTONE 409U 
PANTONE 166U 
PANTONE 108U 
PANTONE 187U 

PANTONE 36211 
PANTONE 463U 
PANTONE 131U 

‘*Note Ink color IS for border only; classified report covers will continue to be printed on gray paper stock. 

*Pantone, Inc.‘s check-standard trademark for color reproduction and 
color reproduction materials. 
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Production Specifications 
l 
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Production Specifications 

Introduction This section contains detailed production specifications for GAO'S publi- 
cations and presentation materials. It is divided into eight subsections: 

Covers, 
Text, 
Graphic Components, 
Stationery, 
Envelopes, 
Forms, 
Presentation Materials, and 
Grids and Fonts. 

The first seven subsections each contain the following: 

1. A page of general rules and guidance that apply to the elements in the 
subsection. For example, the Text subsection explains that typeset text 
is ITC Century and gives the specifications for using the typeface. 

2. A page of illustrations showing he principal publication or elements 
covered in the subsection. For example, the second page in the Covers 
section shows the cover styles and corresponding numbers that refer to 
them in the publications matrices. 

3. Pages of examples with annotated specifications. For example, a 
sample text page has call-outs specifying the selection and placement of 
type and a superimposed grid that shows how the standard page format 
is maintained. 

When planning a publication, always refer to the publications matrices 
first to determine the appropriate cover type, cover color, text format, 
binding, etc. 

The following information answers general questions about the visual 
communication standards. 

Publication and Page GAO publications come in three sizes: 8l% x 11 inches, &/2 x %/2 inches, or 

Size 
4 x 8% inches. Stationery and other single-sheet material are 8% x 11 
inches and &/2 x 8l% inches. The publications matrices indicate which 
sizes are appropriate for each category. Other sizes are used only when 
a specific functional need exists. 
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Production Specifications 

Binding Most GAO publications are saddle-stitched or perfect bound, depending 
on the number of pages. Longer documents require perfect binding. 
Because it is costly, loose-leaf binding is used only for publications that 
require continuous or frequent revisions or additions. 

1 Saddle-stitched Perfect Blndmg 

Binding Types 

r 
Loose-Leaf 

Typesetting Versus 
Typewriting 

The publications matrices indicate which GAO publications are typeset 
and which are typewritten, This distinction ensures that GAO'S publica- 
tions are produced according to government printing regulations and in 
the most effective, consistent, and economical manner. As a rule, publi- 
cations targeted for internal audiences only are not typeset. 

When the publications matrices do not address whether to typeset or 
typewrite a particular publication, the originator of the publication con- 
fers with the Office of Publishing and Communications to determine the 
appropriate method. Factors to consider include audience, purpose, 
agency impact, shelf life, quantity, and anticipated need for revisions or 
additions. 
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Production Specifications 

Material Not Covered While the standards in this manual address the majority of GAO'S publi- 

by the Standards 
cations and visual materials, they are not all-inclusive. Because GAO gen- 
erates a wide variety of written products, providing standards or 
detailed specifications for each of them is not feasible. However, design 
and production staff, and others involved in the preparation of GAO'S 
written material, are expected to follow the basic principles of the stan- 
dards to maintain the integrity of GAO'S visual identity. 

Tkhihitc nicnlcr uAluult,r3, umrrays, and GAO'S exhibits, displays, and posters vary greatly from project to project 

Posters 
and subject to subject. For this reason, no standards or specifications are 
provided for them. The degree to which they conform with or vary from 
the standards is determined at the time they are designed. 
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Covers 

General Information This page provides general guidelines for designing all of GAO'S publica- 
tion covers. The opposite page illustrates the range of standard cover 
formats. The remainder of the subsection provides specifications for 
front and back covers and spines. To determine the appropriate format 
for a publication, refer to the matrices on pages 35 to 41. 

Typography All typography is ITC Century Book or Bold set in the point sizes, 
leading, and weights indicated in the specification pages. Upper- and 
lower-case letters are used unless otherwise noted. All type is set flush 
left, ragged right. Because typography in GAO publications is tightly 
spaced, kerning may be necessary for critical letter combinations, such 
as VA and TA. 

The fonts on page 169 are to be used. The ITC Century letter and line 
spacing must be maintained. 

All covers are typeset with the exception of intradivisional products and 
prepublication advance copy/draft covers. The GAO acronym and the 
spelled-out agency name appear on all publication covers. 

Format Standard format grids show the location of type and graphic elements. 
A reference grid is positioned over the sample covers in this subsection 
to show vertical and horizontal alignments. For full-sized grids see pages 
170 through 174. 

Bindings and Spines Bindings are perfect-bound, saddle-stitched, or loose-leaf. Loose-leaf 
binders and lengthier documents that are perfect-bound have informa- 
tion on the cover and spine. The number of pages determines the proper 
size for the spine. For spine specifications see pages 54, 59, and 65. 

Color Seven different cover colors distinguish the major publication cate- 
gories. Primary publications use a colored background with white 
typography. Secondary publications use a white background with 
colored typography. The standard colors for each type of publication 
are shown in the matrices, pages 35 to 41. 
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Covers 
0 

Cover Formats 

publication Title Not to 
Exceed Fke Lines 

Cover 1 

“YI*_“d Publication Title 
Not to Exceed Five 
Lines 

L 
0 

Cover 4 

Cover 

,nch.dlur SECRET 
(u)MAlNTrrLE 

PdAication Title Not to 
Exceed FXve Lines 

Cover 5 Cover 6 Cover 7 

Publication Title 
Not to Exceed 
Five Lines 

Cover 3 

Note. Dummy type serves only to indicate correct type placement 
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Coverl-8%x11 

Agency name 
12pt, Bold, 3pt base to rule 

GAO acronym [GAO Addressee Block Not to Exceed 
36pt, Book, all caps, 31pt rule to base 

Addressee 
20/2Opt ~30~1, Book, 20pt rule to base 

Publication date 
12pt, Bold, 14pt rule to base 

&J&h and Year 

Main title 
36136pt x 30~1, Book, all caps, 31pt rule to base 

Publication title 
36/36pt x 3Opi, Book, 60pt base to base 

Seal Seal 
6pr da 6p1 base to top 6pr da 6p1 base to top 

Thin rule 
%?pt x 45Mpl. 

Report number 

INTITLE 

%blication Title Not to 
3xeeed Five Lines 

12pt, Bold, all caps, 14pt rule to base 

Note. This example IS not full srze. 

Note. Dummy type serves only to Indicate correct type placement 
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Cover143%xll,BaekCover 

Permit 
12/12pt, Book, centered, 14pt rule to base 

Return address 
12/12pt x 14%p1, Book, 14pt rule to base 

Penalty 
12/12 x14Mp1, Book, 1 line space 

Thin rule 
Mpt x 45Y,p1. 

Postage & Fees Pald 
GAO 

>nalty for Private Use $300 

Pm-nut 50 GIOO 

Note This example IS not full size 
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Cover 1 - 8% x 11, Inside F’ront Cover 

Thin rule 
Mpt x 45Mpi 

Note, This example IS not full size. 

Page 52 Visual Communication Standards 



Cover 1 - 8% x 11, Inside Back Cover 

Thin rule 
Y,pt x45Mp1 

11/13pt x 30~1, Book, 13pt rule to base 

Requests for copies of GAO reports should be sent to 

US General Accmmtmg Office 
@st Office Box 6016 
Gathersburg, Maryland 20877 

Telephone 202-275-6241 

The frst five copies of each report are free Addltmnal copses are 
$2OOeach 

There IS a 25% dwxnmt on orders for 100 or more copes maded to a 
smgle address 

Orders must be prepad by cash or by check or money order made out to 
the Supenntendent of Documents 

Note This example IS not full size 
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Cover 1 - Spines for 8% x 11 
Perfect-Bound Publications 

GAO acronym 
12pt, Book, all caps, flush base with first textllne 

GAO acronym 
12pt, Book, all caps, centered in spine-width 

Main title 
12pt, Book, all caps, centered with pub tttle In 
spine-width 
Main title 
12pt, Book, all caps, centered In spine-width 

Publication title 
12pt, Book, 2em from main Me 

Publication title 
12pt, Book, 18pt base to base 

Report number 
12pt, Bold, all caps, flush base with first textline 

Report number 
12pt. Bold, all caps, centered In spine-width 

4pi. 

1 9%pi. 

2 4pi. 

Note These examples are not full size 

Note Dummy type serves only to lndlcate correct type placement 
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Cover 2 - 8% x 11, Classified 
l 

aps, 31 pt rule to base 

12pt, Bold, 14pt rule to base 

ublication Title Not to 
xeeed Five Lines 

nmal Secunty Informauon” 
uthorlzed Disclosure Subject to Crlmmal Sanctions 

Classification 
48pt, Bold, all caps, 6 pt base to rule 

%pt x 45Y2Pl 

E’pt, Bold, all caps, 14pt rule to base 
Note This example IS not full size 

Note Dummy type serves only to lndlcate correct type placement 
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Cover 2 - 8% x 11, Back Cover 

Mpt x 45Mp1 

llil3pt x 30~1, Book and Bold, 13pt rule L_ L^__ 

please do not return this document to GAO. 

ach recipient is responsible for destructmn of this I ocument accordmg to applicable regulations. 

rmerly Restricted Data 1 
COmENTIAL 1 Classification 

d8nt Rnld Al CRI?S liRnt n IIF) tn base 
‘-7-l --‘- , _,. --r-, -_r_ .- _  ._ -. . 

--r. .l..‘--“,’ -r.. .-..-- .- ., 

Classified band 
7Rnt vert~cnllv 7n1 hnrmntallv 

Classification 
48ot. Bold. all caos. 6ot base to rule 

Note This example IS not full size 
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Cover 2 - 8% x 11, Back Covers 

Types of Classified Back Covers. Each 
Type Can Have Either a “Confidential” 
or “Secret” Classification. 

No Foreign Dlssemlnatlon 

No Foreign Dissemination 
and Formerly Restricted Data 

Unqualhed 
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Cover3-8%x11 

Agency name 
12pt, Bold, 3pt base to rule 

GAO acronym 
36pt, Book, all caps, 31pt rule to base 

Addnseee or GAO division name 
20/20pt x 30~1, Book, 20pt rule to base 

Publication date 
12pt, Bold, 14pt rule to base 

Publication title 
48148 x 30~1, Bold, 38pt rule to base 

Thin rule 
%pt x 45Spi. 

me Not to Exceed Five Lines 

+ate optional 

Not to Exceed 
Five Lines 

Publication number 
12pt, Bold, 14pt rule to base 

ub. # Vptional 

Note: This example IS not full we 

Note: Dummy type serves only to indicate correct type placement 
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Cover 3 - Spines for 8% x 11 
l Perfect-Bound Publications 

GAO acronym 
12pt, Book, all caps, flush base with first text line. 

7/1 
12pt, Book, all caps, centered in spine-width 

Publication title 
12/14pt, Bold, centered in splnewidth 

Eli 
12pt Bold centered in spine-width 

12pt, Bola rlusn base with first text line 

12pt, Bold, centered in spine-width 

4pi. 

!I 9Mpi. 

2 4pi. 

Note These examples are not full size 

Note Dummy type serves only to Indicate correct type placement. 
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Cover4-5%x8% 

Agency name 
9pt, Bold, 3pt base to rule 

GAO acronym 
24pt, Book, all caps, 20pt rule to base 

Addressee or GAO division name 
14/14pt ~18~1, Book, 13pt rule to base 

Publication date 
9pt, Bold, 1Opt rule to base 

Publication title 
24/24pt x 18~1, Bold, 20pt rule to base 

Thin rule 
Mpt x 27Mp1. 

Publication number 
9pt, Bold, 1Opt rule to base 

T=-- 

ddressee or GAO Division or 
ffice Name Not to Exceed Fwe 

kJAlcahon Title 
loot to Exceed Five 
,ines 

Note. This example IS not full size 

Note: Dummy type serves only to indicate correct type placement. 
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Cover 5 - 4 x 8X, Executive 
l Summary Brochure 

Agency name 
8pt, Bold, 3pt base to rule 

GAO acronym 
24pL Book, all caps, 20pt rule to base 

Addressee 
lO/llpt x 13~1, Book, llpt rule to base 

Permit 
12/12pt, Book, centered, 14pt rule to base 

Publication date 
8pt, Bold, 10pt rule to base 

Main title 
18/2Opt x 13~1, Book, all caps, 16pt rule to base 

Seal 
4p1 dla, 3p1 base to top. 

Publication title 
18/20pt x 13~1, Book, 30pt base to base 

Thin rule 
Mpt x 47p1 

Penalty 
12/12pt x 14Mp1, Book, 1 line space 

Return address 
12/12x 14Ep1, Book, 14pt rule to base. 

Report number 
8pt, Bold, all caps, 1Opt rule to base. 

L 
Note This example IS not full srze 

) Excl 
ines 

d Five 

Thin rule 
tiptx 21p1 

Note: Dummy type serves only to indicate correct type placement. 
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Cover 6 - 4 x EM, Standard Brochure 

Agency name 
8pt, Bold, 3pt base to rule 

GAO acronym 
24pt, Book, all caps, 20pt rule to base 

Addressee or GAO division name 
lO/llpt x 13~1, Book, llpt ruleto base 

Permit 
12/12pt, Book, centered, 14pt rule to base 

II 
Publication date 
Bpt, Bald, 1Opt rule to base 

Publication title 
24/24pt, x 13~1, Bold, 20pt rule to base. 

Penalty 
12/12pt x 14~1, Book, 1 line space. 

12/12pt x 14pi, Book, 14pt rule to base 

~ 

Publication number I 
8pt, Bold, 1Opt rule to base Note. This example IS not full size 

Note: Dummy type serves only to indrcate correct type placement 
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Cover 7 - 8% x 11, Prepublication Cover 

Agency name 
12pt, Bold, 3pt base to rule 

GAO acronym 
36pt, Book, all caps, 31pt rule to base 

Addressee 
Typewritten. 

Publication date 
Typewritten. 

Main title 
Typewritten, 18 character limit. 

Publication title 
Typewritten, 72 character limit. 

Seal 
6~1 dla, centered 

Special notation 

PC 
-I 

I 4 

12pt, Bold, 6pt base to rule 

Thin rule 
%pt x 45’/2p1 

L 

Note This example IS not full size 
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Cover 8 - Binder Spines 

Head space 
9%pi rule to rule. 

Agency name 
13pt, Bold, 3pt base to rule. 

GAO acronym 
38pt, Book, all caps, 32pt rule to base. 

Addressee 
2U22pt x 35pi, Book, 20pt rule to base. 

Publication date 
13pt, Bold, 15pt rule to base. 

Publication title 
W54pt x 35pi, Bold, 42pt rule to base. 

1 . w ublica~on Title 
Not to Exceed 
Five Lines 

Thin rule 
%pt x 53pi. 

Publication number 
13pt, Bold, 15pt rule to base. 

Note This example IS not full size 

Note: Dummy type serves only to indicate correct type placement. 
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Cover 8 - 1% x 11%; Binder Spines 
0 

GAO acronym 
2Opt, Book, all caps, flush with first title line 

Publication title 
20/20pt, Bold, centered In spine-width 

Without brads With brads 
Note These examples are not full size 

Btipi. 

Note Dummy type serves only to indicate correct type placement 
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Text 
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Text 

General Information This page provides general information relating to all text pages. The 
opposite page illustrates the range of standard text formats. The 
remainder of the subsection provides sample text pages with full specifi- 
cations. To determine the appropriate format for a publication, refer to 
the matrices on pages 35 to 41. 

- 
The typography for the text pages of all publications, including special 
publications, is ITC Century Book unless ITC Century Bold is specified. 
Point sizes, leading, and weights are indicated in the specification pages. 
Upper- and lower-case letters are used unless otherwise noted. Small 
caps are used for acronyms in text only. All text is flush left, ragged 
right; paragraphs are indicated by a full-line space; there are no indenta- 
tions. For examples of special typographic features, such as quotations, 
first- and second-level numbering systems, bullets, and underlining, see 
text A specifications, pages 70 and 71. 

The fonts on page 169 are to be used. The ITC Century letter and line 
spacing must be maintained. 

For typographic standards relating to tables, charts, illustrations, etc., 
see the Graphic Components section. 

Format All publications, including special publications, use one of three 
standard page formats: a 2/3-page column, a 3-column page, or a full- 
page-width column. To determine the appropriate format for a publica- 
tion, refer to the matrices on pages 35 to 41. Standard format grids show 
the locations of type and graphic elements. A reference grid is posi- 
tioned over the sample texts in this section to show vertical and hori- 
zontal alignments. For full-sized grids see pages 175 through 181. In 
perfect-bound and saddle-stitched publications, the grid is centered on the 
page. For loose-leaf binding a special format is used to accommodate the 
ring holes (see p. 94). 

A standard hierarchy of type sizes and weights has been established for 
chapter titles, subheadings, text, and notes. This hierarchy is shown on 
the text specification pages. Rules of various weights help to define the 
hierarchy. 
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Text 

Text Formats 

General Science, Space, and Technology 

Text A Text 0 

Text D Text E 

Text C 

Text G 

Note: Dummy type serves only to indicate correct type placement 
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Text A - 8% x 11, %-Page Column 

Chapter and number 
llpt, Book, 3pt base to rule 

Chapter title 
27/29pt x 45Epi, Book, 24pt rule to base 

Thick-thin rule 
4pt x 14Yzpi, Mpt x 31p1 

Subhead #l 
17/18pt x 14%pi, Book, 15pt rule to base. 

Bullets 
2pt, hang left lpi, center on 1 pi mark. 

Underscore 
1/2pt rule. 

Quotation 
9/11pt x BOpi, Book, 1 line space 

Subhead #2 
14/15pt x 14%pr, Book, 12pt rule to base. 

Footnote 
819 x 30~1, Book, 12pt rule to base. 

- 

-+ 

- 

- 

- 

r 

jbjectives, Scope, and 
/Methodology 

heraI Purpose Legislatlo 
Blth Appbcability to 
‘ederal Agency Inaugural 
‘upport 

ship The maugural ceremony 
deral government-legislatwe 

together the leadership of the 
twe.~uduxal-and the public an 

nvate sectors as the President-e1 epeats the simple 37.word oath o 
1789 IS also a celebration of the 

arty workers and the pubbc 
o be enJoyed and remembered by 

the leg&y of Department 
mted wth the 1981 I 
(62 Camp Gen 323 
out proper legal au 
n practxxs quest10 

ognlzed. however 
er than law and 
Members of the 
lear baas m pal 

D) support of cenam actiw 
n our Apnl18,1983. 
t much of the DOD support 
this lack of authonty 

as well as legal grounds Ou 
le was based on longstandm 
n urlth the knowledge and 
ecommended that Congress 
DOD partlclpatlon I” mau- 

n the prov,s,ons found m the 
udatlons for most of their a 
mt,es and to expend approp 

Note: This example IS not full size. 

Note: Dummy type serves only to indicate correct type placement. 
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Text A - 8% x 11, %-Page Column 

Header 
8/9pt x 14Mpi, Bold, 12pt rule to base. 

Thin rule 
ll2pt x 45Yzpl 

Text 
lM3pt x 3Opi, Book, 13pt rule to base. 

Subhead #3 
12/13pt!x 14Y,pi, Book, flush top with text 

Paragraph 
1 line space 

End of section 
2 line space 

Acronym 
11/13pt. Book, small caps. 

Folio 
8pt. Bold. 

8pt x 25~1, Bold 

I 
USC 721.730) The act. camp 
era1 roles and the responslbdlt 
of the Intenor and the Dlstnct 
statutory authorltles 

ne sections. estabhshed the ge 
JCCIC. PIG. M)D the Department 
bla but did not preclude other 

pxtment of the Intenor In 1956. Congress addressed the 
tlon wth enactment of the “Pres 
USC 721.7301 The act. compos 
era1 roles and the responslblhtles 

he Intenor and the Dlstnct of 
“tory authorltles 

of permanent Inaugural leg&i 
ml Inaugural Ceremomes Act” 
“me sect,o”s. estabh4hed the g 

JCCIC. PIG. DOD. the Department 
,a but did not preclude other 

sectlo” 7211 bY 1) defmes the 

‘the day on whlrh the ceremony of I” 
enck days lmmedlatel> preredlne Z”C 
ate,) subsequent tu, 4”Ch da> ” 

Subsectlo” 721(bH2) prowdes fo 
bon and defines It as “the comma 
gural ceremony and functions a 
appoInted by the President-elec 
define PIG as a pubhc or pnvate 
federal fmanual assMa”ce IO P 

hshmg a PIG for each ,“augura- 
charge of the Preside”&%1 ~“a” 

,wt,es connected therewith, to b 
statute does not speclflcally 

and contams no authonty for 

Agency Comments 
need to be more clearly demons 
,ts pnnc~ples. which were dew1 

avy noted that theconcept a” 
onsonance wth the Navy’s m 

able to the Congre 
by GAO Concerns still ex,st as t 
homeporting plan ~111 be achl 
questlo” 1s whether the benef 

beheves that mformatlo 
has now become avail- 

,ew and heanng process 
ee to which benefits of the 
eheves that the fundamental 
h the addltlonal costs 

Note This example IS not full sze 

Note: Dummy type serves only to Indicate correct type placement. 
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Text A - 8 ?4 x 11, %-Page Column 

Table of Contents, Chapter Report 

Chapter title 
27/29pt x 45%p1, Book, 24pt rule to base 

Contents page number 
11/13pt, Book, 19pt rule to base 

Subhead #I 
17/18pt x 14Vip1, Book, 16pt rule to base 

Thick-thin rule 
4pt x 14Mp1, Mpt x 31p1 

Contents listing 
11/13pt x 24~1, Book, 34pt rule to base 

bJeCtwes. Scope, and Methodolog 

gency ‘.hnments and Our Evalua 21 

lan Is Not Clear 

22 
23 

Full ImtmI Operatmg Capablh 
35 

Procurement Costs Understate 1 
%vy ldentlfxd Costs Not Included m Either the IOC or 

Enhanced Program Estimates 
36 

Xher Potentml Slgmficant Costs Q uIJ Have Budgetary Impact 37 
3oKdUSlOIlS 38 
4@my Comments and Our Evaluatm I 39 

f 
.4gency Comments and Our Evaluatm:l 45 

Appendixes 4ppendlx 1 Comments From Ass&an: Secretary of 
Defense (Aequaltmn and Log~~s) 

.ippendn 11 Compansons of Navy 4rchltect and 
Engmeenng Rrms’ Estunates, +laiy IOC Ektlmates, 
and Navy Enhanced Program Est mates for Staten 
Island and Everett 

46 

80 

Note. This example IS not full size. 
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Text A - 8 M x 11, %-Page CM- 

Table of Contents, Chapter Report 

Header 
8/9pt x 14Mp1, Bold, 12pt rule to base 

Thin rule 
Y2 pt x 45% PI 

Contents listing 
11/13pt x 24~1, Book, 13pt rule to base. 

Nonchapter listing 
11/13pt x 24~1, Book, 19pt rule to base. 

Abbreviation head 
llpt, Bold, 13pt ruleto base. 

Abbreviation list 
11/13ptx 3Opi, Book, 26pt base to base 

Folio 
8pt, Bold 

Footer 
8pt x 25~1. Bold. 

able 2 1 Mamtenance Cycle for S III the Everett 
Garner Battlegroup 

able 2 2 Summary of Past and 

able 3 1 Summary of Navy Ho g cost Ekmates 
able 3 2 Navy Estimate to Esta an IOC for West 

Coast Battleshm Grow 

gure 3 6 Pascagoula SW 

Note: This example is not full size 
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Text A - 8!4 x 11, %-Page Column 

Table of Contents, Letter Report 

Chapter headline 
27/29pt x 3Opi, Book, 24pt rule to base 

Contents page number 
11/13pt, Book, 19pt rule to base 

Subhead #1 
17/18pt x 14fipl, Book, 16pt rule to base 

Contents listing 
11/13pt x 24~1, Book, 32pt rule to base 

Thick-thin rule 
4pt x 14’/2pl, Mpt X 31pi 

Nonchapter listing 
11/13pt x 24~1, Book, 34pt rule to base 

Folio 
8pt, Bold 

Footer 
8pt x 25~1, Bold 

R Budget for Fkal Year 1987 
ngress~onal Reaction to Budget 

dmg Deferral Impacts 
011 hll Activities 

us of SPR 011 Acquisition and 
age Site ActnWes 

ortatlon Account 

able II 1 SPR 011 Delwenes 

Transport&Ion Funds 
able II 3 Status of SPR U 

‘gum II 1 Average Daily SPR Oil 

Note. This example IS not full sze 
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Text A - 8% x 11, %-Page Column 

Table of Contents, Letter Report 

Header 
8/9pt x 14Mp1, Bold, llpt rule to base 

Thin tule 
% pt x 45% PI 

Abbreviation head 
Ilpt, Bold, 13pt rule to base 

Abbreviation listing 
W13pt x 3Opi, Book, 26pt base to base 

Note: This example is not full size 

Amencan Petrol 
Atlantic Rlchf 

General Accounting Offi 
mstmmentatwn and c 
mvltatmn for bid 
management, operate 
Office of Management 
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Text B - 8% x 11,3-Column Page 

Reference Format 

Budget Function 
27/29pt x 45pi, Book, 24pt rule to base. 

Head space 
9%pi rule to rule 

Budget subfunction 
12pt, Bold, llpt rule to base. 

Tiile 
18/18pt x 45%p1, Book. 24pt base to base. 

Report number and document date 
12pt, Book, 6pt base to rule 

Subhead 
12113pt x 14%p1. Bold, Ilpt rule to base 

Text 
9/11pt x 14%p1, Book, 16pt base to base 

Thick rule 
4pt x 45%p1 

End of entry 
2 line space. 

Title space 
8p1 rule to rule 

Acronym 
9/11pt, Book, small caps 

Folio 
Bpt, Bold 

chnology 

1 General Science and Basic Reseanzh 

The Office of Science and lIxhnology Policy: Adaptation to a 
President’s Operating S$le May Conflict With Ccngessionally 

YMandated Assignmen Q 
&PAD 80 79.09/03/tN 

r Snpporting Space Actkities I 

Better Management Con sols and ADP Require 
Can Help NASA Lewis ;2 :search Center 

Bpt x 25pi, Bold. Note, This example is not full size. 

Note Dummy type serves only to lndlcate correct type placement 
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Text B - 8% x 11,3-Column Page 

Reference Format 

Header 
8/9pt xl4%pi, Bold, 12pt rule to base 

Thin rule 
Mpt x 45Mpi 

T&t 
9/11pt x 14Y~p1, Book, 9pt wle to base 

Paragraph 
1 line space 

Subhead 
12/13pt x 14Mp1, Bold. llpt rule to base 

Recommendation 
9/11pt, Bold, llpt base to base 

Note This example IS not full size 

Note: Dummy type serves only to Indicate correct type placement. 
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Variation I, Text B - 8% x 11,3-Column Page 
a 

Special Publication 

/I prom Satellit@s to Space 

Article headline 
27l29pt x 30~1, Bold 

Author’s name 
IOpt, Bold, 29pt base to base. 

Lead biography 
9Mlpt x 145~1, Helvetica Medium, 12pt rule to 
base. 
Acmnym 
9/11 pt, Book. small caps 

Subhead 
12fl2pt x 14Mpl, Bold, 28pt base to base 

Text 
9/11pt x 14%p1, Book, 16pt base to base 

Note, Thus example IS not full size 

Page 78 Viiual Communication Standards 



Variation I, Text B - 8 !4 x 11,3-C01umn 
Page 

Special Publication 

Separating space 
22pt base to base 

Captions, notes, and sources 
819pt Helvetica Light, llpt rule to base 

Separating space 
22pt base to rule 

Folio 
8pt, Bold. 

Footer 
8pt x 25~1. Bold. Note: This example is not full size 
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Variation II, Text B - 8% x 11, 
3-Column Page 

Summary of Conclusions-Index 

Thin rule 
1/2pt x45Kpi, 12pt rule or base to rule 

Ltion Index 
Chapter title 
27/29pt x 30~1, Book, 24pt rule to base 

Head space 
9%or rule to rule 

en&s and nongovemmental 

Federal depariments and 1 Text 
11M3pt ~30~1, Book, 13pt rule to base 

1 Sample Entry 
Caption 
lOpt, Helvetica Light, 13pt rule to base 1 AgencylOrgan~zahon - Departm 

Description 
lOpt, Helvetica Light, centered 

Box 
1/2pt rule, 7pi x 3Op1,6pt rule to rule 

Agency or organization name 
12M2pt x 14%p1, Bold, 14pt rule to base 

Agency or organization name 
12/12pt x 14Sp1, Bold, 28pt base to base 

Tile 
9/llpt x 14%p1, Book, 16pt base to base 

Report numbers 
9/llpt, Book, llpt base to base 

Paragraph 
1 line space 

Page number 
SMlpt, Bold, llpt base to base 

Note. This example IS not full size. 
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VariationIJTextB-8?4x11,3-Cblumn 
Page 

Summary of Conclusions-Index 

Header 
8/9pt x 14Ep1, Bold, 12pt rule to base. 

Tile 
9/llpt x 14Sp1, Book, 12pt rule to base 

Folio 
8pt, Bold 

Footer 
8pt x 25pi. Bold 

Note This example IS not full size 
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TextC-8%xllJypewriter, 
%-Page Column 

Chapter and number 
Elite 12 WP, single stroke. 

Head space 
6’/pi rule to rule 

Paragraph 
1 line space 

End of section 
2 line space 

Subhead #2 
Elite 12 WP, single stroke, all caps, no rule 

Text 
Elite 12 WP. 

Subhead #3 
Elite 12 WP, single stroke, no rule 

Folio 
Elite 12 WP, 3 line space from text. 

Footer 
Elite 12 WP, 3 line space from text Note. This example IS not full size This format IS optional 

RXPLANATIOA OF PRODUCTIVITY PROGRM, CA’“XARIRS 

related to private sector productivity improvement. I” 
accordance with your request, we also determined 

--the fiscal year 19X3 budget for these programs, 
--whether the proerams overlap and duplicate one another, and 
--whether coordination exists among the programs. 

s agreed with your office, we deferred work on this assign- 
ent until the budgets for some programs were settled. 

OVERALL RxPRNDInlRsS 
ON PRODIICTIVITY 

We estfmate that the federal p(o”ernment spent o”er 52.4 
billion in fiscal war 1983 on programs directly related to 
private sector productivity Improvement, as is shown, by 
program category, in table 1.1 

Table 1.1: 

Federal program, caeepories Funds 
(thousands) 

Technology innovation S1,293,931 53.87 
Management and operations 1197,771 97.3h 
Technolozy transfer 184,796 7.69 
Human res0*rces 27,137 -92 
Productivity measurement 3,719 .16 

Total $2,601,954 100.00 

The 5 program categories are explained in appendix 11, and the 
full lnvencory of programs is provided in appendix III, 

--eQ4TOR GAO REPORTS “AVP Prior GAO reports have documented that federal productivity 
FOUND PRORLENS programs were not reviewed and evaluated “or coordinated 

through a central body.l Our current review found that in 
five departments and agencies accounting for 78 percent of the 

*funds spent in fiscal year 1983, two of the federal programs 
related to private sector productivity were evaluated. 

The other proRrams, when evaluated, were evaluated by aRe”cies 
in terms of mission performance with no reference to their 
impact on private sector productivity. 0”B budget examiners 
responsible for these programs told us they do not routinely 

lSuch reports include Federal Efforts Regarding Automated 
ManufacturinR Need Stronger Leadership (GAO/AQ?+R3+8, 
May 26, 19R3) and Stronger Federal Ffforc Needed to Foster 
Private Sector Productivity (CAOIAPMD-N-29, Feb. 18, 1981). 

Tmproving Private Sector Productivity 
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Text C - 8 55 x 11, Typewriter, %-Page 
cdllmn 

Header classification 
16pt, Helvetica Bold, 6pt base to rclle dw OP SECRET 

Chapter headline 
@RI, SEGUEITY GUIIDELINES FOR HICROCOHP~ AETI YORD PROCESSORS 

Elite 12 WP, double stroke, all caps, 1 line space 
from rule 

Subhead #l 
Elrte 12 WP, double stroke, all caps, with rule 

Rulss 
Underscore x 90 characters 

(U) In recent years, there has been a significant increase in 
the use of personal computers and word processors and a 
mergmg of the two technologies into a single automated data 
processing (ADP) system that provides multiple capabilities. 

(C) It has become evident in today’s world of automated offices 
that the key to protecting data, hardware, and software is for 
users and managers alike to develop a security mind-set. 
recognizing chat information is a critical resource of any 
Orga”iZ.%tiO”. In the case of GAO, this is of particular 
significance because of the kinds of information with which we 
deal. 

(TS) This document establishes security quidelines far the use 
of these systems. The “olicies and Dracedures contained herein 
provide guidance in pro;ecting hardwere, software, and 
information. The responsibility for this protection extends 
directly Co you - the end user. 

(S) This document is your guide co protecting the systems, the 
software, and the information processed on them. 

(U) PEYSICAL SEcusIm (U) If a personal computer or word processor is assigned to you, 
you became the security offlcer for that system. If is 
therefore your responsibility to protect that system and its 
data. If you do not have ehe authority to implement the 
following protective meamres, you should discuss these measures 
with individuals in your organ~zacion who do have such 
authorICy. To prevent the loss of hardware from natural 
hazards, fire, theft, and malicious aces, the following things 
can be done: 

CC) A. “hen the system is not attended. lack the rooms where 
the hardware is located. If this is not possible or 
practicable, ask the Office of Securiey and Safety (0%) to 
provide a cammercially-available locking system to secure the 
units directly to a table or desk. 

(S) B. Know the people who have routine access to the area. 

(TS) C. Supervise the use and maintenance of the system. 

(U) D.. Ensure that there is a fire protecLio” system within 
the buildlng or room housing the system. An additional 
precaution could be the placement of a hand-held fire 
extinguisher, preferably a Salon-type, in rhe room housing the 
system. 

Classification 
16pt. Helvettca Bold, 6pt base to cap. 

Page 2 

@TOP SECRET 
Computer Security Guidelines 

Note. This page does not contain classfled material Classified markings are for illustrative 
purposes only This example is not full size. 
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Text D - 5% x 8X, 2/3-Page Column 

Chapter and number 
lOpt, Book. 3pt base to rule 

Chapter title 
20122pt x 27%p1, Book, 17pt rule to base 

Thin rule 
tipt x 27%pi 

Text 
lO/llpt x 18~1, Book, llpt ruleto base 

Paragraph 
1 line space. 

End of section 
2 line space 

Subhead #l 
14115pt x 8Ep1, Book, 12pt rule to base 

Acronym 
lo/11 pt, Book, small caps 

- 

- 

- 

- 

+ 

haprer 1 

‘raining W 

Ibjective. 
cope. and 
lethodologv 

Note This example IS not full size. 

Note: Dummy type serves only to indicate correct type placement. 
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Text D - 5 4i x 8 95, %-Page Column 

Header 
8/9 pt x 8-1/2p1, Bold, 1Opt rule to base 

Subhead #2 

0 

12/13pt x 8%p1, Book, llpt rule to base. 

Subhead #3 
lO/llpt x8Y,p1, Book, flush top with text 

Thick-thin rule 
3pt x 8%pt, Mpt x 19pl 

Folio 
8pt, Bold 

Footer 
8pt. Bold 

Y Tralnlng 

onclusion 

t 

Note, This example IS not full size 

Note. Dummy type serves only to Indicate correct type placement 
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Text D - 5 411 x 8 M, %-Page Column 

Table of Contents 

Chapter title 
20/22pt x 27%p1, Book. 17pt rule t&se 

Thin rule 
%pt x 27Mp1. 

Contents page number 
lO/llpt, Book, 14%pt rule to base. 

Contents listing 
lO/llpt x 15pi, Book, 25Kpt rule to base 

Thick-thin rule 
3pt x8Y,pi, Mpt x 19pl. 

Subhead #l 
14/15pt x 8%p1, Book, 12pt rule to base. 

I 

- 1 

Foreword ‘-I 
I I I I 

I I I 

lment Salary / 

~ II Ii 1 
Folio 
8pt, Bold I-- 
Footer 
8pt, Bold. Note This example is not full size 

Page 86 Viiual Communication Standards 



Text D - 5 M x 8 W, H-Page Column 

Table of Contents 

Header 
8/9pt x 8Mp1, Bold, 10pt rule to base 

Paragraph 
llptbasetonrle 

Paragraph 
llpt base to rule 

phapter 6 
Outside 
Tmployment 

Chapter 7 
ivate 

,ontributions 
.or Travel 
Expenses 

Chapter 8 23’ 
Approval of Content 23 
speakmg at rvfeetmgs or st!mulars 23 

Sponsored by hvate Orgaruzauons 
Acceptance of Honoraria 23 
Use Of offiaal Tales , 24 

l- / 

Note This example IS not full size 
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Text E - 5% x 8?4 Full-Page Column 

Decisions of the Comptroller General, 
Annual Compilations 

Chapter title 
20/22pt x 27%p1, Book, 17pt rule to base 

Thick rule 
3pt x 27Yzp1. 

Entry title 
12113pt x 27Ep1, Bold, 20pt base to base 

Text 
IO/llpt x 27%~~ Book, 16pt base to base 

Thin rule 
V2pt x 27%p1 

End of entry 
2 line space 

Entry title 
12/13pt x 27%p1, Bold, 12pt rule to base 

Acronym 
lO/llpt, Book, small caps 

Citation 
8pt, Bold 

Note This example IS not full size 

Note: Dummy type serves only to indicate correct type placement. 
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Text E - 5% x S?h, Full-Page Column 

Decisions of the Comptroller General, 
Annual Compilations 

Decision number 
lO/llpt, Bold, 10pt rule to base 

Subhead 
12/13pt, Bold, 20pt baseto base 

I I 
Miller-Reimbmse 

aced airfare, 

Folio 
8pt, Bold 

Footer 
8pt, Bold Note, This example IS not full size. 

Note: Dummy type serves only to Indicate correct type placement. 
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Variation I, Text E - 5 ?h x 8 I/z, 
Fbll-Page column 

Decisions of the Comptroller General, 
Monthly Digest, Index Section 

Chapter title 
20/22pt x 27Vzp1, Book, 17pt rule to base 

Thick rule 
3pt x 27Mp1 

Index listing 
12/13pt x 27%p1, Book, 20pt base to base. 

Text 
IO/llpt x 271/2p1, Book, 16pt base to base 

Entry title 
12/13pt x 27%p1. Bold, 12pt rule to base 

Index page number 
12/13pt, Book, flush with first line of contents llstlng 

Acronym 
lO/llpt, Book, caps 

End of entry 
2 line space 

Bullet 
3pt dia, hang left 6pt 

Citation 
apt, Bold 

Note. This example IS not full size 

71 
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Variation I, Text E - 5 Yz x 8 M, Full-Page 
COlUmn 

Decisions of the Comptroller General, 
Monthly Digest, Index Section 

Thin rule 
1/2pt x 27%~~ 

Paragraph 
1 line space 

Folio 
8pt, Bold 

Footer 
8pt, Bold Note This example IS not full size 
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Text F - 4 x 8%, %-Page Column 

Chapter and number 
8pt, Book, 3pt base to rule 

Chapter title 
16/18pt x 21~1, Book, 14pt rule to base 

Header 
6/6pt x 7~1, Bold, 8pt rule to base 

Thin rule 
Mpt x 21p1. 

Subhead #2 
lO/llpt x 7~1, Book, llpt rule to base 

End of section 
2 line saace 

Subhead #l 
12/13pt x 7pi, Book, llpt rule to base. 

8/9pt x 7~1, Book, flush with top of text 

Paragraph 
1 lrne space 

Thick-thin rule 
3pt x 7p1, Mpt x 14p1 

I I 

Text 
8/1Opt x 13~1, Book, IOpt rule to base 

Folio 
6pt, Bold Note This example IS not full size 

Footer 
6pt, Bold 

Note. Dummy type serves only to indicate correct type placement. 
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Text G - 4 x 81/2, Full-Page Column 

Header 
6/6pt x 7pi, Bold, apt rule to base 

Chapter title 
16/18pt x21p1, Book, 14pt rule to base 

Author’s name 
6pt, Book, 4pt base to lule 

Thin rule 
Y,pt x 21pi 

Text 
8ilOpt x 21~1, Book, 10pt rule to base 

Bullet 
2pt dla, hang left 6pt 

Underscoring 
Ept rule. 

Paragraph 
1 line space 

End of section 
2 line space 

Subhead #I 
12113pt x 21~1, Book, 12pt rule to base 

Text 
811 Opt x 21 PI, Book, 20pt base to base 

Folio 

- 

1 

I 

1 

6pt, Bold 

Footer 
6pt, Bold 

Note, Thus example IS not full size. 

Note: Dummy type serves only to indicate correct type placement. 
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Text H - 8% x 11, Page for Binders 

Left Page 

Chapter title 
27129pt x 42%p1, Book, 24pt rule to base 

Thin rule 
‘/pt x 42Mp1 

Subhead #1 
17/18pt x 13Ep1, Book, 15pt rule to base 

Thick-thin rule 
4pt x 13%2pl, Mpt x 29p1 

Text 
llil3pt x 28pi, Book, 13pt rule to base 

Paragraph 
1 line space 

End of section 
2 line space 

Folio 
8pt, Bold 

III 

neral Information 
emautder of the subsectm” pro” 
atlolls To determme the approp 
he matrices on pages 35 to 41 

text pages with full speafi- 
for a pubhcatmn. refer to 

C Century Bold IS 
snes. leadmg. and we, cated L” the speaficatmn pages 

and lower-case lette “less othenvlse noted Small 
e used for acronyms All text 1s flush left, ragged 
aragraphs are mrhca hne space, there are no mdenta 

ens For examples of specml typo tuc features, such as quotatmw 
st- and second-level numbenng ems. bullets, and underhnmg. see 

xt A speafxatmns, pages 70 a” 

he fonts on page 169 are to be us he ITC Century letter and line 
pacmg must be mamtamed 0 

typographIc standards r&t tables, charts, dlustratmns, etc , 
the Graptuc Components set 

page-vndth column To detem 
bon, refer to the matrices on pages 
the locatmns of type and graph 
tmned over the sample texts m 
zontal abgnments For full-sue 
bound and saddkstltched pub 
For loose-leaf bmdmg a right-- a” 
date the nng holes (seep 94) 

dard format gnds show 

vertical and hon- 
and 181 In perfect- 

IS centered on the page. 

A standard luerarchy of type su 
chapter titles, subheadmgs, text, 
the text speuficatmn pages. Rul 
hwarchy 

aghts has been established for 
s Tins tuerarchy 1s shown on 
0”s waghts help to defme the 

Footer 
8pt x 23~1, Bold Note This example IS not full we 

Note Dummy type serves only to lndlcate correct type placement. 
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Graphic Components 
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Graphic Components 

General Inforrnation Seven graphic components are addressed in this section: tables, bar 
charts, pie charts, line charts, organization and flow charts, illustrations 
and maps, and photographs. Because of the specialized nature of the 
graphic components, each category has its own subsection with detailed 
specifications. The section on graphic components begins with five 
pages of illustrations showing the materials used to prepare the graphic 
components, examples of the various graphic components, and the way 
graphic components may be placed on the page. 

TYPwwPhY All type used with graphic components is Helvetica Medium or Helvetica 
Light, set in the point sizes, leading, and weights indicated in the specifi- 
cation pages. 

The fonts on page 169 should be matched to ensure compliance with the 
visual communication standards. Upper- and lower-case letters are used, 
and alignment is flush left, ragged right unless otherwise noted. 

Illustrations Illustrations must be contained and aligned in the page grid and can 
range in size from a l/3-page column to a 2-page spread (see pp. 100 and 
101). 

All artwork and type must be created in the correct size for the final 
printed product and not enlarged or reduced to fit. Screens and tapes are 
used as indicated in the specification pages. Bar charts, pie charts, and 
line charts are shadowed. The horizontal shadow is 11 points thick. 
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Graphic Components 

Format Screens 
(Tint screens to be used pnmarily in bar 
charts and illustrations) 

White 42 5 Line Dot Screen 42 5 Lme Dot Screen 42 5 Line Dot Screen 
20% (7022) 40% (7024) 60% (7026) 

42 5 Line Dot Screen 
80% (7022W) 

This IS a 20% white dot screen over 100% black 

l Line Pattern and Symbols 
(Line patterns are to be used primarily in 
line charts. Do not ink the lines within line Line Patterns and Symbols Format Chartpac 
charts.) 8002A 2pt BGG2M 2pt. 

8004A 4pt BGG4M 4pt 

--------mm 9102A 2pt G2PTM 2pt 

11111111111 9104A 4pt G4PTM 4pt. 

-.III.-I-.m. 3201 B 2pt BG3122 2pt 

I~ID1~111~1~ 32028 4pt 866222 4pt 

m............................ 3001 B 2pt. BG3120 2pt 

ltlIllllllIIlllIlllllllllllll 30028 4pt BG6200 4pt 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 7008K 2pt TL814M 2pt. 

. . . . . . . . . . . . . . . . . . . . . . . . . . . 7010K 4pt. TL844M 4pt. 

6430 1/2pt. (sheet) TL870M 1/2pt. (tape) 

10808 (white tape) BG311 OM (white tape) 

6431 lpt. (sheet) 

--------------------- 7001K lpt. (Org and Flow Charts only) 

6432 2pt. (sheet) 

5003A 2pt Crepe tape (solid line) 

5007A 4pt Crepe tape (solid line) 

mu l O AA 6619 
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Graphic Components 

Examples of Graphic Components 

Line Chart Pie Chart 

Storage 
facilities 

Phase I sites: 
Bayou Choctaw 
Bryan Mound 
Sulphur Mines 
Weeks Island 
West Hackberry 
Total 

Table 

Gross Gross 
volume volume 

planned completed 

48.3 48.2 
74.5 72.8 
27.4 27.3 
73.1 73.1 

51.1 50.6 
274.4 272.0 

Orgamzatlonal Chart 

Bar Chart 
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Graphic Components 

Flow Chart 

r 

Photograph Illustration 
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Graphic Components 

Screened Rectangles Showing Image 
Areas for Graphic Components 

/..*..% 
I” . . . . . . . . . ‘...--,...” 
,.,*,._ ,... <VI .,..,.,., 
IY/.....“, -,.... 

2/3-page column 

/ . . . , . .  ,  
, . . .a. ,  . , . , , . / ,  “.Pm-, .  .  .  .  .  
,.,..,.“,.‘.ll”.l . . , . , . .  
1,.,“..... I I  _I.  

Full-page column 

Note. Dummy type serves only to whcate correct type placement. 
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Graphic Components 

Screened Rectangles Showing Image 
Areas for Graphic Components 

2/3-page column combined with full-page column 

.  .  .  .  . . I  
v  .  .  .  .  .  ““,-.,dm..” 
, , , .  7m,.1.,.“,l . . , . , . ,  
Is  ,__“. ‘ ,_,.  

Two-page spread 

Note Dummy type serves only to indicate correct type placement 
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Tables 
a 
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Tables 

Helvetica Medium is used for the table titles, major heads within tables, 
and numerical totals. All other type is set in Helvetica Light. Upper- and 
lower-case letters are used. 

The fonts on page 169 are to be used as a reference and should be 
matched to ensure compliance with the visual communication standards. 

Headings, legends, and notes are flush left and ragged right except for 
headings at the top of a column of figures, which are flush right, ragged 
left. Numbers align on the decimal point and are flush right with the 
heading at the top of their respective columns. 

Rules Horizontal rules are preferable. Guidelines for rules are as follows: 

l Z-point rules are used below the total and at the close of the table. 
l l/2-point rules are the standard for tables. 
l A %-point rule separates the table from the text above and extends the 

full width of the page. A 7-point rule is located above the table and 
extends only the width of the image area. 

Format Tables must fit within a standard image area (see pp. 100 and 101). 
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Tables 

city of DOE Oil Storage 8 

Tllle Sillpt, Medium and Light, 13pt rule to base Bryan Mound 74.5 72.8 66.0 660 64.3 
Sulphlbr Mines 27.4 27.3 26.0 26.0 26.1 

Thick rule 713.1 73.1 730 73.0 72.5 
7Pt West ltlackberrv d1.1 50.6 49.0 49.0 47.8 , 

Headnote 
9pt. Ltght. llpt rule to base 

IO 

Phase II sites: 

274.4 272.0b 260.0 260.0 256.4 

Column headings and numerical totals 
9/10pt, Medium, 3pt rule to base 

Bayou Choctaw 12.2 12.2 10.0 . . 

Bryan Mound 134.4 139.2 120.0 121.2 116.0 
,est 
Table entries 

Hackberry 

9/10pt, Light, 10pt rule to base Total 
179.2 159.6 160.0 117.0 110.0 

325.8 311.0 290.0 236.2 226.0 

Thin rules 
1/2pt, 13pt rule to rule 

Phase Ill sites: 
Bayou Choctaw 

Brvan Mound 

4 
11.2 . 10.0 . . 

44.8 33.4 40.0 12.0 12.0 
West Hackberrv 11.2 1.5 10.0 . . 
Big Hill 1568 . 140.0 . . 
Total 224.0 34.9 200.0 12.0 12.0 

Medium rule 
2pt, 13pt rule to rule 

Tanks and pipelines . . . . 2.5 
cTotal for SPR 824.2 617.9 750.0 510.2 496.9 
e 

%apacity for 011 storage is less than gross cavern capacity completed because a certam volume 
of unoccupied capacity must be provided for water, sediment, and anhydrites that settle out of 
the 011 and brine 

Notes 
819pt x 30~1, Ltght. llpt rule to base bDOE acquired and modified existing caverns and a mine containing this gross volume. No leach- 

inq was required. 

Paragraph space 
16pt, base to base 

e 
CA newly leached cavern with 4.5 million barrels of usable capacity has been exchanged for an 
existing IO-mullion-barrel cavern owned by Allied Chemical Corp. at the Bayou Choctaw site. 

Note: Dummy type serves only to indicate correct type placement. 
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Bar Chaxts 
l 
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Bar Charts 

Drawing To maintain the clarity and consistency of bar charts, these general 
guidelines should be followed: 

l Bars must be shadowed. 
. Labels and text cannot be placed within the bars of the chart. 
l Bars cannot be plotted above the highest Y-axis figure. 
l No “tic marks” may be used on either the X or Y axis. 
. Only standard screens are used; do not use patterns (see p. 97). 
l Artwork cannot be enlarged or reduced by photostating to fit the image 

area. 

TYPOWPhY 
Helvetica Medium is used for the title of the bar chart and the X and Y 
axes labels. All other type is set in Helvetica Light. Upper- and lower- 
case letters are used. 

The fonts on page 169 should be matched to ensure compliance with the 
visual communication standards. 

Bar charts are flush left with the text column and align at %-, %-, or a 
full-page-width column. Y axis labels are centered on the data point 
except for horizontal bar charts. 

A ?&point rule separates the chart from the text above and extends the 
full width of the page. A 7-point rule is located above the chart and 
extends only the width of the image area. 

Format All elements of the bar chart must fit within a standard image area (see 
pp. 100 and 101). 
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Bar Charts 

Bar Chart With Single Bars Used for 
Up to 10 Bars 

Figure 1.1: Ba##Chart Example 

Tile 
9/11pt, Medium and Light, 12pt rule to base 

Thin rule 
li2pt. 

80 

Thick rule 
7Pt 60 

Y-sxis name 
7pt, Medium, flush w&h htghest label 

is labels 40 
Medium, centered on data point 

Rule for line art 
li2pt. 

Vertical space 
6pt between Y-axs label and first bar 

Horizontal shadow 
11 pts thick, 60” angle. 

X-axis name 
7pt, Medium. 12pt base to base 

Xaxis labels 

'76 1977 1 1979 1980 1981 1982 

id Years 

1983 1984 

7pt, Medium, 12pt rule to base a * 
Y 

X 

Note Dummy type serves only to Indicate correct type placement. This example is not full size. 
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Bar Charts 

Bar Chart With Stacked Bars Used for 
Up to 10 Bars 

Y-axis name 
7pt, Medium, flush wtth highest label. 

Y-axis labels 
7pt, Medium, centered on data point. 

60 

Specifications for Q-page chart title. 
See page 109. 

7Pt 

Screens 
See page 97 

Rule for line art 
1/2pt 

Vertical space 
6pt between Y-axis label and first bar 

Horizontal shadow 
11 pts thick, 60” angle 976 1977 1978 1979 1980 1981 

' w 
1983 

7pt, Ltght, centered In box height. 
Note Chart notes fall In this space Chart notes fall in this space. 

Notes and Sources 
8/9pt x 30~1. Light, 17pt rule to base 

%otes fall m this space 

Source 
t 

Chart source falls m this space 

X-axis labels 
7pt, Medium, 12pt rule to base 

rt notes fall In this space. Chart 

Paragraph space 
16pt, base to base 

Note. Dummy type serves only to indicate correct type placement This example is not full size 
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Bar Charts 

Bar Chart With Double Bar Clusters 
Used for 6 to 10 Clusters 

7Pt 

Y-axis name 
7pt, Medium, flush with highest label 

Y-axis labels 
7pt. Medium, centered on data pornt 

30 

Screen 
See page 97 

25 

Rule for line art 
Pt. 

Vertical space 
6pt behveen Y-axis label and first bar 

Horizontal space 
6pts between shadow and x-axis label 

Horizontal shadow 
11 pts thick, 60’ angle 

X-axis labels 
7pt, Medium, 12pt rule to base, 60” angle 

X-axis name 
7pt. Medum, 12pt base to base. 

Box for legend 
12pt x 24pt, 12pt base to rule 

Legend 
7pt. Light, centered In box height 

Specifications for ?&page chart title. 
See page 109. 

TY P- 

1 
Key One 

X 

Note Dummy type serves only to Indicate correct type placement This example IS not full size 
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BaxChiu-ts 

Bar Chart With Double Bar Clusters 
Used for 5 or Less Clusters 

7Pt ent 

Y-axis name 
7pt, Medium, flush with highest label. 

Y-axis labels 
7pt. Medium, centered on data point 

Rule for line art 
1/2pt. 

Screens 
See page 97 

60 
t 

50 

40 

30 

Vertical space 
6pt between Y-axis label and frrst bar 

X-axis labels 
7pt, Medium, 12pt rule to base 

Horizontal shadow 
11 pts thick, 60” angle dt ntra Costa 

X-axis name 
Warkets 

7pt, Medium, 12pt base to base Key One 

Box for legend 
12pt x 24pt. 12pt base to rule 

Pensacola Genesee 

Legend 
7pt, Light, centered In box height 

Specifications for %-page chart title. 
See page 109. 

Note. Dummy type serves only to indicate correct type placement. This example is not full size. 
0 
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Bar Charts 

Positive-Negative Bar Chart With 
Single Bars Used for Up to 10 Bars 

7Pt 

Y-axis name 
7pt, Medium, flush with highest label. 

Y-axis labels 
7pt, Medium, centered on data point 30 

20 

Zero line 
‘hpt rule. 

Rule for line art 
1/2pt 

0 I L 
\I LI LI P 

B 
-10 

-20 

Vertical space 
6pt between Y-axis label and first bar -30 , 

Horizontal shadow 
11 pts thick, 60” angle. -50 

X-axis labels 
7pt, Medium, 12pt rule to base 

X-axis name 
7pt, Medium, 12pt base to base 

-60 

1 4 977 19 fl 1979 1980 1981 1982 198: 

ears 

Ok Chart notes fall In this space Chart notes fall m this space Chz 
notes fall in this space 

Motes and Sources 
8/9pt x 3Opi, Light, 17pt rule to base. 

source falls m this space 

Paragraph space 
16pt, base to base. 

Drop shadow indicating zero 

Specifications for Q-page chart title. 
See page 109. 

1984 198.5 1986 

t notes fall m this space Chart 

Note Dummy type serves only to indicate correct type placement This example is not full size 
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Bar Charts 

Horizontal Bar Chart With Single Bars 
Used for Four Bars or Less 

Thick rule 
7pt, 6pt rule to rule Principal Outstanding-Farmer Programs 

I 

Y-axis name 
7pt, Medium, flush with hrghest label 

Y-axis Labels 
7pt, Medium, centered on data point 

Vertical space 
6pt between Y-axrs labels and first bar E 

Rule for line art 
1/2pt. 

X-axis labels 
7pt, Medium, 12pt rule to base 

Specifications for %-page chart title. 
See page 109. 

Note Dummy type serves only to indicate correct type placement. This example is not full size, 
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Pie Charts 
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Pie Charts 

Drawing Pies cannot be exploded and screens cannot be used. The width of a 
single pie, including the drop shadow, is 141% picas. Only one label 
should appear within a single pie segment, either the percentage or the 
amount figure, but not both. 

Pie labels generally fall to the right side of the pie and begin 1% picas 
from the right edge of the pie. They align vertically with each other 
from this point. Do not indent carryover lines in pie charts. Use a double 
space to separate multiple line callouts. 

Artwork cannot be increased or reduced by photostating to fit the image 
area. 

Typography Helvetica Medium is used for the title of the chart. All other type is set 
in Helvetica Light. Upper- and lower-case letters are used. The fonts on 
page 169 should be matched to ensure compliance with the visual com- 
munication standards. 

Pie charts are flush left with the text column and must align at a %-, %-, 
or a full-page-width column. 

Rules A ?&point rule separates the pie chart from the text above and extends 
the full width of the page. A 7-point rule is located above the pie chart 
and extends only the width of the image area. 

Format All elements of the pie chart must fit within a standard image area (see 
pp. 100 and 101). 
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Pie Charts 

Single Pie Chart 

Thick 
7pt, 12pt rule to pie chart 

First wedge edge 
Placed at top of pie perpendicular to the 7pt 
rule, other wedges follow clockwlse 

Wedge edge (shadow) 
4pt rule 

Label text 

1 lJ,. Service Charges on Deposit Accounts 

- Trading Account Profits and 

Fommissions on Letters of Credit 9ilOpt Light 

Notes and Sources 
8/9pt x 30~1, Light, 17pt rule to base 

eource Commodity Credit Corporation 

Specifications for X-page chart title. 
See page 109. 

Note This example IS not full sze 
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Line Charts 
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Line Charts 

Drawing , Use line tapes and standard screens only (as specified on p. 97). Do not 
draw lines with pens. 

Lines and plotting points cannot be labeled inside a line chart. Both X 
and Y axes labels are centered on the data point. 

Lines cannot run above the highest Y axis data point. The drop shadow 
on the right-hand side of the chart stops on the highest Y axis data 
point. 

Artwork cannot be enlarged or reduced by photostating to fit the image 
area. 

Typography Helvetica Medium is used for the chart title and the X and Y axes labels 
and names. All other type is set in Helvetica Light. Upper- and lower- 
case letters are used. 

The fonts on page 169 should be matched to ensure compliance with the 
visual communication standards. 

Line charts are flush left with the text column and must align at a %-, 
2%-, or full-page-width column. 

Rules A %-point rule separates the line chart from the text above and extends 
the full width of the page. A 7-point rule is located above the line chart 
and extends only the width of the image area. 

Format All elements of the line chart must fit within a standard image area (see 
pp. 100 and 101). 
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Line Charts 

7pt. 

Y-axis name 
7pt, Medium, flush with highest label 9 

Y-axis labels 
7pt, Medium, centered on data point 

0 

7 

6 

5 .0 

Line tapes 
See page 97 

Vertical space 
6pt between Y-axis labels and rules 

11 prs InICK, bU” angle 1976 77 78 79 80 

X-axis name 
Fia@d Years 

7pt, Medium, 12pt base to base 

Legend 
7/10pt, Light 

- Line One 
n I I Line Two 

- - - Line Four 

Captions 
8/9pt x 14Ep1, Light. 17pt rule to base 

@Shadow stops at highest final data pomt that 
intersects with the shadow. Shadow stops at 
highest flnal data point that Intersects with the 
shadow 

X-axis labels 
7pt. Medium, 12 pt rule to base 

Specifications for %-page chart title. 
See page 109. 

I a2 83 64 85 

Note Dummy type serves only to indicate correct type placement. This example is not full size 
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Line Charts 

Mountain Chart 

Thick rule 
7pt. 

Y-axis name 
7Pt, Medium. flush with highest label 

Y-axis labels 
7Pt, Medium, centered on data point 

11 pts thick. 60” angle 1176 l/77 l/78 l/79 1180 1’ 1182 1163 1164 1185 

12pt x 24pt, 12pt base to rule. 

Serwe Charges on Depwt Accounts 

admg Account ProfIts and Commlsslons 

Legend 
7pt, Light, centered rn box height. 

J 

X-axis labels 
7pt, Medium, l2pt rule to base. 

Specifications for ?&page chart title. 
See page 109. 

Note Dummy type serves only to indicate correct type placement. This example is not full size. 
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Organization and Flow Charts 
0 
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Organization and Flow Charts 

Drawing To draw box enclosure lines use a 00-point pen. For unbroken con- 
necting lines use a l-point pen. Use line tapes as specified on page 97 for 
other applications. Dashed lines are not to be inked. Use a l-point tape 
(i.e., Format 7001K). Arrow heads have three flat sides at a 60-degree 
angle. All dropped shadows on boxes within a chart must be consistent. 

Typography Helvetica Light or Medium is used for all typography within the chart. 
Type sizes must be consistent. Upper- and lower-case letters are used. 
The charts are flush left with the text column and must align at a %-, 
2/3-, or full-page-width column. 

The fonts on page 169 should be matched to ensure compliance with the 
visual communication standards. 

A S-point rule separates the chart from the text above and extends the 
full width of the page. A 7-point rule is located above the chart and 
extends only the width of the image area. 

Format All elements of the organization and flow chart must fit within a 
standard image area (see pp. 100 and 101). 
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Organization and Flow Charts 

Organization Chart 

Thick rule 

9. or 718, Me&m and Light, 
d, same typeslze In one chart 

00-pen 

11 pts thick, 60’ angle 

Captions 
819pt x 14Yzp1, Ltght. 17pt base to base 

Chart captions appear In this space Chart cap- 
dons appear In this space Chart captions appear 

In thts space Chart captions appear In this space 

Specifications for G-page chart title. 
See page 109. 

Note: Dummy type serves only to indicate correct type placement. This example is not full size. 

Page 125 Visual Communication Standards 



Organization and Flow Charts 

Flow Chart 

9 
7pt, 12pt rule to rule 

Health Care Prowders 
of Anzona, Inc 

Horizontal shadow 
11 pts thick, 60” angle 

1 Pt 

9/10,819, or 718, Medium and Light, 
centered, same typeslze In one chart 

r - 
50% 

Affiliated Anzona Eye, 
Ear, and Throat, an 

Arizona General 
PartnershiD 

Notes and Sources 
8/9pt x 30~1. Light, 17pt rule to base 

*Source Peat, Marwlck, Mitchell Report on the Fmanclal and Complrance Review of Plan Operation 
Conducted for Arizona Health Care Cost Contamment System, August 1984 

Specifications for %-page chart title. 
See page 109. 

Note Dummy type serves only to Indicate correct type placement This example IS not full size. 0 
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Illustrations and Maps 
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Illustrations and Maps 

Drawing line weights and arrangement of elements as other charts. Maps have a 
simplified dropped shadow that follows the direction (not the exact geo- 
graphic depiction) of the map outline. 

Maps must use standard screens for shaded areas (see p. 97). Do not use 
patterns. 

Typography All typography is Helvetica Light or Medium. Upper- and lower-case let- 
ters are used. 

The fonts on page 169 should be matched to ensure compliance with the 
visual communication standards. 

Illustrations and maps are flush left with the text column and must align 
at a l/-, 2/3-, or a full-page-width column. 

Boxes and Rules Illustrations and maps are enclosed in a X-point ruled box. Legends are 
inside the box. Sources and notes should appear outside the box and be 
aligned with the %-page-column grid, flush left. 

A X-point rule separates the illustration or map from the text above and 
extends the full width of the page. 

Format All illustrations and maps must fit within a standard image area (see pp. 
100 and 101). 
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Illustrations and Maps 

%-Page Illustration 

f 

igure 1.2: Technical Illustration 

Title 
9/11pt, Medium and Light, 12pt rule to base 

Thin rule 
1/2pt, 6pt rule to top of box 

Thin rule 
li2pt. 

9110. 819, or 718, Medium and Light. 
same typeslze In one chart 

Connection to 
other suction 

Home air 
through celling 
cracks, cold tolnts, 
utility openings 

Soil gas 

-&ource “The EPA Program to Demonstrate Mltlgatlon Measures for Indoor Radon In&al Results,” 
Notes and Sources presented at InternatIonal Specialty Conference on Indoor Radon, Phlladelphla. Pa, 
8/9pt x 30~1, Light, 11 pt rule to base February 24-26, 1986 

Note Dummy type serves only to Indicate correct type placement This example IS not full size 
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Illustrations and Maps 

Thin Rule 
1 l2pt 

Rule for line at-l 
00-pen. 

Map outline 
2Pt 

Shadow 
Slmplifled shape 

Specifications for %-page map title. 
See page 129. 

Note: This example is not full size. 
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Illustrations and Maps 

Map With Screens 

Lab& 

9110, 8i9, or 718. Medium and Light, 
centered, same typesve In one chart 

Map outline 
2 Pt 

Screens 
See page 97 

Rule for line art 
O&pen. 

Thin rule 
1/2pt 

Shadow 
Slmpllfled shape 

Legend 
7pt, Light, centered In box height 

Box for legend 
12pt x 24pt, 12pt rule to rule. 

Specifications for %-page map title. 
See page 129. 

Mmr&ota 
M 

New Jersey 

Delaware 

Kansas 

MISSISSIPPI 

Alabama 

Note: This example IS not full size 
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Photographs 
a 
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Photographs 

Obtaining Photographs Encourage customers to schedule an OPC photographer using GAO form 
67. Use only black-and-white film (not color or Polaroid) with a 35mm 
negative or larger. Plan the shooting assignment in advance. Get as close 
to your subject as possible or use a telephoto lens. Take plenty of shots 
with different viewpoints and exposures. 

Customers who need photographs taken outside the Washington, D.C., 
area should fill out a GAO form 31 to obtain an outside photographer. 
Procuring an outside photographer, however, requires sufficient lead 
time and planning with the Office of Acquisition Management. 

Mechanical 
Preparation 

Select a photograph with a full tonal range and sufficient contrast to 
define its edges. If the photograph loses definition at its edges, enclose it 
with a ‘X-point box. 

If customers use an outside photographer, require that they provide you 
with a professionally processed 8 x 10 glossy enlargement of the 
selected photograph. Leave the negatives in strips, and designate the 
selected photo by the negative’s frame number. To maintain the surface 
quality, never write on or stick anything to the front or back of the 
print. 

Sources and notes should appear below the photograph and be flush left 
with it. 

Format Photographs must fit within a standard image area (see pp. 100 and 
101). 
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Photographs 

%-Page Photograph 

Figure 1.3 Fleet Satellite 

F 
ommunications System 

Title 
9/l 1 pt, Medium and Light, 12pt rule to base 

Thin rule 
1/2pt, 6pt rule to top of Photograph. 

- 
Captions 
8/9pt x 145~1, Light, 11 pt from Photograph 
to base 

- 
source 
8/9pt x 30~1, Light, 16pt from base to base 

*he Fleet Satellite Communications System pro- 
vldes global communlcatlons for the U S Navy 
and Air Force as well as the Department of 
Defense 

-@U S. Air Force Photo 

Note This example IS not full size 
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Stationery 
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Stationery 

nT%wPhY All typography is in ITC Century Bold set in the point sizes, leading, and 
weights indicated in the specification pages. Upper- and lower-case let- 
ters are used. 

The fonts on page 169 are to be used. The ITC Century letter and line 
spacing must be maintained. 

The GAO acronym or seal is always placed in the upper left corner of the 
page. The full GAO headquarters address is used only on divisional and 
staff office stationery. For regional offices the third line of the GAO 
address is removed, and the regional office address is added in the right- 
hand column (see p. 141). No names of individuals are typeset on the 
stationery. 

TYPi% When typing letters or memos the proper ball font to use is lo-pitch 
Courier. Refer to the aerations Manual Supplement for Secretaries and 
T~pi& for information regarding content and style of typed material. 

Format Standard grids show the location of type and graphic elements. A refer- 
ence grid is positioned over the stationery samples in this subsection to 
show vertical and horizontal alignments. For full-sized grids see pages 
182 and 183. 

Color All GAO stationery uses black type on white paper. 
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Stationery 

Stationery Formats 

Stationery A Stattonety B 

Memorandum 

Stationery C 

“WI 

N .  

Stationery F 

Note AddItional stationery formats are described in the Speclflcations sectjon 
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Stationery A - Divisional 

GAO address 
lO/llpt, Bold, 13pt rule to base. 

GAO acronym 
36pL Book, 31pt rule to base 

GAO division name 
lO/llpt. Bold, 13pt rule to base 

Thin rule 
1/2pt. 

Note For vertical alignment of type, use 
proper stationery grid 

Note This example IS not full size 

I 
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Stationery B - Regional Office 
l 

Agency name 
lO/llpt, Bold, 13pt rule to base. 

GAO acronym 
36pt, Book, 31pt rule to base 

Regional office 
lO/llpt, Bold, 13pt rule to base 

Regional office acldress 
9/10pt, Bold, 12pt rule to base 

Thin tule 
1/2pt 

Note For vefllcal alignment of type, use 
proper stationery grid 

Note This example IS not full size 
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Stationery C - Comptroller General 

Comptroller General title 
9/1Opt, Bold, 12pt rule to base 

Comptroller General seal 
4-1/2p1 dia, 6pt rule to top 

Comptroller General address 
9pt. Bold, 6pt base to rule 

Thin rule 
1/2pt. 

Note For vertical alignment of type use 
proper stationery grid 

the United states 
I 

Note, This example IS not full we 
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Stationery D - Assistant Comptroller General 
a 

Assistant Comptroller General title 
9/10pt, Bold, 12pt rule to base 

GAO seal 
4-112~1 dta, 6pt rule to top 

Assistant Comptroller General address 
9pt, Bold, 6pt base to rule 

Thin rule 
1/2pt 

Note For vertical alignment of type, use 
proper stationery grid 

Note. This example IS not full size. 
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Stationery E - Memorandum 

Agency name 
lO/llpt, Bold, 13pt rule to base 

GAO acronym 
36pt, Book, 31pt rule to base 

Document name 
24pt, Bold, 22pt rule to base 

Thick rule 
7pt x 38 9pl 

Thin rule 
1/2pt x 451/2p1 

Note For vertical alignment of type, use 
proper stationery gnd 

e 
b 4 

eneral Accounting Office I 
I 

i 

Note. This example IS not full size. 
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Stationery F - Legal Decisions of the 
l Comptroller General 

Comptroller General title 
9/1Opt, Bold, 12pt rule to base 

Comptroller General seal 
4-112~1 dia, 6pt rule to top 

Document name 
24pt, Bold, 22pt rule to base 

Document copy 
10/12pt, Bold, 51pt base to base, 1 line space 
leading 
Comptroller General address 
9pt, gold, 6pt base to rule 

Thin rule 
1!2pt 

Note For vertical alignment of type use 
proper stationery grid 

I 

Note. This example IS not full size 
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Small Stationery - Fxternal Use 

8/9pt. Bold, 9pt rule to base 

GAO acronym 
30pt, Book, 25pt rule to base 

Thin rule 
1/2pt 

Note For vertical alignment of type, use 
proper stationery grid 

Note This example is not full size 
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Agency Note Paper - Internal Use 
a 

Agency name 
8/9pt, Bold, 9pt rule to base 

GAO acronym 
30pt, Book, 25pt rule to base 

Document name 
16pt, Bold, 16pt rule to base 

Thick rule 
6pt x21 4p1 

Thin rule 
1/2pt x 27-112~1 

Note For vertical alignment of type, use 
proper stationery grid 

Note This example is not full size 
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Envelopes 
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Envelopes 

General Information Four categories of envelopes are available: business reply, indicia, head- 
quarters, and regional office. Sizes are shown in the chart below. Indicia 
envelopes are provided for the European office only. 

TYPograPhY All typography is ITC Century Bold in upper- and lower-case letters set 
in the point sizes, leading, and weights indicated in the specification 
pages. Margins from the edge of the envelope to the type are the same 
for all envelope sizes. 

The fonts on page 169 are to be used. The ITC Century letter and line 
spacing must be maintained. 

GAO Envelope and Label Sizes 

Sizes 
Business Regions 
Reolv 11) lndicia (2) HQ (3) (4) 

White: 
A. 3% x 6% (monarch) 

B. 3% x 8% (sm.legal) 

C 4% x 9% (lg legal) 

Kraft (brown): 
D 69s x 9% 

E. 9% x 12 

F. 10x 15 

. X X X* 

X . . . 

. X X X’ 0 

. . X X 

X . X X 

X . X X 

G. 12x16 . . X X 

Label (crack and peel): 
H 4% x 5% X . X X 

Window Envelopes (white only): 
I. 4% x 9% . . X X 

* Each reglonal offlce has Its own unique subnumber as part of the form number for ordering printed 
envelopes In the monarch and legal sizes 
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Envelopes 

Type alignment 
FL, 2p1 from left edge. 

Agency name 
11 pt, Bold, 3p1 top edge to base 

Rule 
lpt, 1/zp1 below address x 6Vzp1 

Penalty copy 
11/12pt, Book, 12pt rule to base 

Headquarters (3) 

11/12pt. Book, 8p1 top edge to base of last Orrlrd Rulnrss 
Irne, not to exceed 3 lines Penalty for Prlrat? I 5P B.Slll~ 

9pt, Book, 2Mp1 base to bottom edge. 
Gix---p 

Regions (4) 

lndicia 
5p1 wide. 2Gpi from top top edge to top of 
rndicia, 2pi from right edge 

Bar code 
2pt rule, 12~1 from right edge x 4p1 length 

Postal Information 
8/9pt, Book, FR, 2pi from right edge, double 
space between elements 

l Note. These examples are not full size lndicra (2) (for European Office only) 
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Envelopes 

left rule, centered between top and 

Postage 
1 pt rule, 6pi square box, 9/l Opt, Book, 1 pi from 

Penalty 
11 /12pt, Book, 1 pi rule to base of frrst line 

Business reply 
22pt Bold, caps, 22pts from top rule to base 

Business reply box 
1 pt rule, flush top with right bar code, 10~1 from 
right edge, 22pi form left edge 

Originator 
8pt, Book, centered under box, 1 pi rule to base 

GAOlS 
t 

Busrness Reply (1) 

Return address permit 
8pt, Bold, 3 elements centered under Business 
Reply, 1 PI base to base 

Thick bar code 
5pt rule x 6pi, 1 Zpt base to base. 

Regional and Far East Offices’ White 
Envelope Number@ Monarch (3% x 6%) Large Legal (4% x 9%) 

GAO-4A GAO-4C 
Atlanta GAO-4A-1 GAO-4C-1 
Boston 
Chicago 

GAO-4A-2 GAO-4C-2 
GAO-4A-3 GAO-4C3 

Crncinnati 
Dallas 
Denver 

GAO-4A-4 GAO-4C-4 
GAO-4A-5 GAO-4C-5 
GAO-4A-6 GAO-4C6 

rMro1t GAO-4A-7 GAO-4C-7 __..- 
Kansas City GAO-4A-8 GAO-4C6 
Los Angeles GAO-4A-9 GAO-4C9 
New York 
Norfolk 
Phlladelohra 

GAO-4A-10 GAO-4C10 
GAO-4A-11 GAO-4C-11 
GAO-4A-12 GAO-4C-12 

San Franctsco 
Seattle 

GAO-4A-13 GAO-4C-13 
GAO-4A-14 GAO-4C-14 

Far East GAO-4A-15 GAO-4C-15- 

aBecause WRO IS located at headquarters, It will use the headquarters envelopes. 

bsuboffice envelopes are printed “Unrted States General Accounting Office” only; each suboffice 
will have its own rubber return address stamp. 
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Forms 
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Forms 

General Information Providing an example of each of GAO'S forms is not feasible in this lim- 
ited space. However, this subsection provides a general grid structure to 
use when designing forms. 

All typography is Helvetica Light or Medium and ITC Century Book or 
Bold set in the point sizes, leading, and weights indicated in the specifi- 
cation pages. Upper- and lower-case letters are used unless otherwise 
noted. All type is set flush left, ragged right. The typography in the title 
and identification sections is ITC Century Book. In the content section, 
Helvetica Light is used for the general text, and Helvetica Medium is 
used to emphasize key information, such as callouts. ITC Century Bold is 
used for the form number. 

The fonts on page 169 are to be used. The ITC Century letter and line 
spacing must be maintained within the standard grids and alignments. 

Rules Rules are used to define information zones. Heavier thicknesses are used 
for major divisions. 

Format Two standard grids are used to establish the formats and show the loca- 
tion of type and graphic elements. The grids provide for alignments 
from one to six columns. A reference grid has been positioned over the 
sample forms in this subsection to show the vertical and horizontal 
alignments. Pull-sized grids are provided on pages 184 and 185. 
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Forms 

Form-8% x 11 Inches 

Agency name 
12pt, Bold, 3pt base to rule 

?erformance Appraisal 
L7or GS-15 Employees GAO acronym 

27pt, Book, all caps, 24pt rule to base 

Form title 
27/29pt x 30~1, Book, 24pt nAe to base 

Writing guide 
li2pt rule, 12pt rule to rule 

Entry 
9pt, Light centered between rules 

Thick rule 
7Pt 

Text 
gilOpt, Light and Medium, 12pt rule to 
base 

Folio 
8pt, Bold 

Form number 
8pt x 25~1, Bold 

i 

This example is not full size 

Note: Dummy type serves only to lndlcate correct type placement 
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Forms 

Form-!% x 8% Inches 

12pt, Bold, 3pt base to lclle 

GAO acronym 
27pt, Book, all caps, 24pt rule to base 

Form tile 
27/29pt x 3Opi, Book, 24pt rule to base 

Check-box 
Mpt, 12pt x 12pt, centered on cap-height 

Text 
9/10pt x 14%p1, Lrght and Medium, 12pt 
rule to base 

Thin rule 
v2pt. 

Entry 
9pt, Lrght, centered between rules 

Medium rule 
2pt. 

t 
- I 

I 
Thus example is not full size 

Ming guide 
1/2pt rule, 12pt rule to rule 

I 

Form number 
8pt x 25~1, Bold. 

Note: Dummy type serves only to indicate correct type placement. 
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Presentation Materials 
0 
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Presentation Materials 

General Information These guidelines ensure that GAO'S presentation materials are consistent 
with other GAO written products. Four types of materials are covered in 
this subsection: slides, 30- x 40-inch presentation boards, view graphs, 
and hand-lettered flip charts. Slides are reversed out of a black back- 
ground; presentation boards have white backgrounds. 

Helvetica Medium is used for all typography unless otherwise indicated. 
Point sizes, leading, and weights are given in the specifications pages. 
Letter spacing for slides should not be too tight, because when reversed 
(negative) slides are projected, the glow of the letters causes them to 
appear closer together. The fonts on page 169 should be matched to 
ensure compliance with the visual communication standards. 

All text is presented in a 2/3-column format similar to that for other GAO 
visual products. Only the first part of the slide show or presentation 
title is fully capitalized and set in Helvetica Bold. The subtitle portion of 
the slide show title and all subsequent titles, which appear in the top 
heading zone (see Format below), are in initial caps. Standard and bul- 0 
leted text are cap and lower case. 

Format One basic grid is used for both slides and presentation boards. Three 
additional text lines are added when producing presentation boards. 
Individual grids are provided for view graphs and hand-lettered flip 
charts. A reference grid has been positioned over the examples in this 
subsection to show vertical and horizontal alignments. Full-sized grids 
are provided on pages 186 to 188. 

Two zones have been established for depicting information: a heading 
zone and a content zone. 

Color Color is used functionally to communicate our message more clearly. A 
color hierarchy has been established for presentation materials to help 
guide the viewer’s attention to the speaker’s points during a presenta- 
tion. For color specifications, see p. 161. 
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Presentation Materials 

Examples of Presentation Materials 

GAO GAO Division Name or 
Addressee of the Presentatron 

MAIN SUBJECT TITLE 

Presentation subtitle not 
to exceed three lines 

I I 

Slide 

Hand-Lettered Flip Chart 

GAO Title or Subject Heading Not to 
Exceed Two Lmes 

Copy is 33/33 pt. Helvetica Regular 
used on a 12 inch field Helvetica. 
Set flush left, ragged right using - 
l/2 letter spacing. Normal paragraph 
spacing is one line space. 
Normal paragraph spacing is one 

* Copy IS 33/33 pt. Helvetica Regular 
used on a 12 inch 35mm slide field. 

l Set flush left, ragged right using 
-112 letter spacing. 

Presentatton Board 

GAO Title or Subfect of Chart Not to 
Exceed Two Lmes I 

- I 

View Graph 

Note Dummy type serves only to indicate correct type placement 
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Slides 

These specificatms are made for a propor- 
tionally accurate mechanical 12 x 8 Inches. 

I I 

GAO acronym 
33pt, ITC Century Book, 36pt rule to base. 

Presentation subtitle 
resentation subtitle not 
exceed three lines 

. . . -.- 
lpt x 60pi Title format 

Subject heeding 
33/36pt, 36pt rule to base 

ille or suoject neaamg Not to 
xceed Two Lines I 

Thick rule 
I * 

COPV IS 33136 pt. Helvetica Regular 1 
7pt x 60~1. on a 12 inch 35mm slide‘iield. 

flush left, ragged right using + 
letter spacing. Normal paragraph 
cing is one line space. 

et flush left, ragged right using 

Text format 

Illustration format 
Note, Helvetica regular with + l/2 letter spacing 
used unless otherwise specified 

Note: These examples are not full size 
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Slides 

Slide Color Color is used functionally to communicate our message more clearly. 
The color hierarchy helps guide the viewer’s eye to the first, second, and 
third points the presenter wants the viewer to notice. 

When full reverse slides are projected, the viewer’s eye is drawn to the 
brightest element first. You must know what the presenter wants the 
audience to notice first, second, and third in order to assign the appro- 
priate color. 

Colors other than those mentioned below are used for graphic compo- 
nents on slides. A range of chroma (tones) of one color (not multiple 
colors) is used for segments of a graphic component. 

Color Key 
Three Active Colors 
White Bnahtest For item to be noticed first 
Yellow PMS-108 Recedes from white For Item to be noticed 

second 
Golden Orange PMS-138 Recedes from yellow For ttem to be noticed third 

One Passive Color 
Blue PMS-292 Most subdued color Used for agency identifier 

and horizontal format lines 

Standard colors 

Blue Yellow Golden Orange 

Example of color application 

Page 161 Visual Communication Standards 



Presentation. Bozuds 

These specrfrcatrons are made for a 
proportionally accurate mechanical 12 x 9 inches, 

33pt, ITC Century Book, 36pt rule to base 

Main subject title 
42/42pt, Bold, 51/2p1 rule to base 

1 
1 I 

Title format 

Subject heading 
33/33pt, 36pt rule to base 

Thick rule 
7pt 60~1 

COPY 
33/33pt, 36pt rule to base 

iCopy is X3/33 pt. Helvetica Regular 
used on a 12 inch field Helvetica. 
Set flush left, ragged right using - 

@l/2 letter spacing. Normal paragraph 
epacing is one line space. 
pormal paragraph spacing is one 

Paragraph 
1 lrne space 

is 33133 pt. Helvetica Regular 
on a 12 inch 35mm slide field 

Bullets 
lOpt, hang left 1-112~1 

I 

Text format 

Chart legends and captions 
16/18pt, 34pt base to base 

Note Helvetica regular with -l/2 letter spacing IS 
used unless otherwrse specified 

Illustration format 
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Hand-Lettered Flip Charts 

Sample of Printed Format for Flip 
Chart 

United States General Accounting Office 

GAO 

Note This example is not full size 
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View Graphs 

These specifications are made for an 
accurate full-size mechanlcal 

28/28pt, 28pt ruleto base 

AIN SUBJECT TITLE 

esentation subtitle not 
exceed three lines 

Subject heading 
26/28pt, 28pt rule to base 

COPY 
26/28pt, 28pt rule to base 

paragraph 
1 line space 

Bullets 
apt, hang left 14pt 

Title format 

T 

I lfle or SUDJeCt HeadWIg Not t0 
xceed Two Lines 

2 letter spacing. Normal paragraph 
ng is one line space. 
al paragraph spacing is one 

is 33/36 pt. Helvetica Regular 
on a 12 inch 35mm slide field. 

ext format 

Note: Dummy type serves only to Indicate correct type placement. 
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View Graphs 

Thin rule 
li2pt x 46 1Opt 

Thick rule 
5pt x 46 10~1 

Chart labels 
12pt 

Chart legends and captions 
12/14pt, 26pt base to base 

0 Note Helvetrca regular with + l/2 letter spacing 
T 

IS used unless otherwise specified Illustration format 

Note: Dummy type serves only to indicate correct type placement. 
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Fonts and Grids 
a 
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Fonts and Grids 

Fonts These fonts are used for all GAO typeset material. ITC Century is used 
for covers and text. Helvetica is used for graphic components. For usage 
refer to the Production Specifications subsection. 

. ITC Century Book 

. ITC Century Bold 
l Helvetica Light 
. Helvetica Medium 

Grids These standard grids are used as shown for all GAO publications and pre- 
sentation materials. For application see the Production Specifications 
subsection. 

Covers l Coversland3-8%x11 
l Cover 2 (Classified) - 8% x 11 
l Cover4-5%x8% 
l Covers 5 and 6 4 x - 8% 
l Cover 8 - Binder 

Text l TextA-81/2x 11 
l TextB-8%x11 
l Texts D and E - 5% x 8% 
l TextF-4x8% 
l TextG-4x81/2 
l Text H - 8% x 11 Page for Binder 

Stationery . 8%x11 
. 51/2x8% 

Forms . 81/2x11 
. 5%x81/2 

Presentation Materials . Slides/Presentation Boards 
l Hand-Lettered Flip Charts 
. View Graphs 
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Fonts and Grids 

GAO Type Faces 

ABCDEFGHIJKLMNOPQRSTUVWXYZ 
abcdefghijklmnopqrstuvwxyz 
1234567890&!?$@% () 
ITC Century Book 

ABCDEFGHIJKLMNOPQRSTUVWXYZ 
abcdefghijklmnopqrstuvwxyz 
1234567890&!?$@%() 
ITC Century Bold 

ABCDEFGHIJKLMNOPQRSTUVWXYZ 
abcdefghijklmnopqrstuvwxyz 
1234567890&!?$@%() 
Helvetica Light 

ABCDEFGHIJKLMNOPQRSTUVWXYZ 
abcdefghijklmnopqrstuvwxyz 
123456789O&!?$C%() 
Helvetica Regular 

ABCDEFGHIJKLMNOPQRSTUVWXYZ 
abcdefghijklmnopqrstuvwxyz 
1234567890&!?$@%() 
Helvetica Medium 
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